
Stock Option Distribution Update 

Date: [Insert Date] 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to inform you about the recent updates 

regarding the stock option distribution for [Company Name]. 

As part of our commitment to rewarding and retaining talent, we are pleased to announce the 

following: 

• Number of stock options granted: [Insert Number] 

• Grant date: [Insert Date] 

• Vesting schedule: [Insert Vesting Schedule] 

• Exercise price: [Insert Exercise Price] 

Please review the details carefully and feel free to reach out to the HR department if you have 

any questions or require further clarification. 

Thank you for your hard work and dedication to [Company Name]. We are excited about the 

growth and opportunities that lie ahead. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


