
Employee Stock Option Plan Review 

Date: [Insert Date] 

To: [Employee Name] 

[Employee Position] 

[Company Name] 

[Company Address] 

Subject: Review of Employee Stock Option Plan 

Dear [Employee Name], 

We are reaching out to you regarding your participation in the Employee Stock Option Plan 

(ESOP) as of [insert relevant date or period]. As part of our commitment to keeping you 

informed about your options, we would like to schedule a meeting to review your current stock 

options and discuss any questions you may have. 

During the review, we will cover the following key points: 

• Your current stock option grant details 

• Vesting schedule and exercise process 

• Tax implications 

• Market performance and forecasts 

Please let us know your available times for this meeting, and we will do our best to 

accommodate. 

Thank you for your attention to this matter. We look forward to our discussion. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


