Stock Option Plan Renewal Guidelines

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Renewal Guidelines for Stock Option Plan

Dear [Recipient Name],

As we approach the renewal period for our Stock Option Plan, we would like to provide you with

the guidelines and procedures for the upcoming year. Please review the following points
carefully:

1. Overview of the Stock Option Plan

All eligible employees may apply for stock options under our plan, which aims to promote
employee loyalty and align interests with the company's success.

2. Eligibility Criteria

o Full-time employees with a minimum service duration of [Insert Duration].
o Performance reviews must be satisfactory.

3. Application Process

Interested employees should submit their applications to [Insert Contact Person/Department] by
[Insert Deadline]. Applications must include:

e A completed application form.
e A brief statement of intent.

4. Review and Approval

Applications will be reviewed by [Insert Committee/Team] and notified by [Insert Notification
Date].

5. Important Dates

o Application Deadline: [Insert Deadline]
e Review Period: [Insert Dates]



o Notification of Approval: [Insert Notification Date]

We encourage all eligible employees to take part in this opportunity and align their interests with

our company's goals. Should you have any questions, please feel free to reach out to [Insert
Contact Information].

Thank you for your attention, and we look forward to a successful renewal period.
Sincerely,

[Your Name]

[Your Position]

[Your Company]



