
Bonus Structure Explanation for Executives 

Date: [Insert Date] 

To: [Executive's Name] 

From: [Your Name] 

Subject: Bonus Structure Overview 

Dear [Executive's Name], 

I hope this message finds you well. I am writing to provide you with a detailed overview of the 

bonus structure for the upcoming fiscal year. Our goal is to align our incentive plan with the 

company's strategic objectives and ensure that executive performance is rewarded accordingly. 

Overview of the Bonus Structure 

The bonus plan is designed to motivate and reward you for your contributions to the company. 

The key components are as follows: 

• Performance Metrics: Bonuses will be based on [Specify Metrics]. 

• Target Bonus Amount: The target bonus for your position is [Specify Amount or 

Percentage]. 

• Payout Structure: Bonuses will be awarded based on performance levels ranging from 

[Minimum Performance]% to [Maximum Performance]%. 

• Payment Schedule: Bonuses will be paid out on [Specify Date]. 

Performance Review Process 

The performance review process will involve [Specify Process]. This will ensure transparency 

and clarity in how bonuses are determined and awarded. 

We believe that this structure will not only support our growth objectives but also increase your 

engagement and commitment to driving the company's success. 

Should you have any questions or need further clarification, please feel free to reach out to me 

directly. 

Best regards, 

[Your Name] 

[Your Position] 



[Company Name] 

[Contact Information] 


