Date:
To
[The Recipient]
[Business Name]
Re. Announcement of Holiday Bonus in Recognition of the Services Rendered by Our Dedicated Team
Dear employees, 
The subject of the letter manifests and expresses the intention of writing this letter. This letter has been drafted to announce a bonus with the holidays on Christmas in the recognition of the tireless services rendered by our dedicated and hardworking team. We understand the value of recognition and appreciation to the praiseworthy characteristics and attributes demonstrated by the strong teamwork and competent agencies of our employees’ tireless efforts.
Thus, the board of governors with the recommendation of the S&GA Committee has announced to give a bonus with the news of ten holidays to commemorate the feastings and celebrations of the day.
The company produced a 12% more margin in the financial obtainments than the previous year of 20XX-20XX. It is delightful to state that the company’s profit was volumed by an amount of 12% despite business shutdown and lockdown implications in the area.
Most of the employees worked from home for several days and everything was disturbed due to afflicted maladjustment effectuated by the abrupt changes in the working policies at several layers.
Therefore, it has been decided to give the employees bonus to recognize their efforts and galvanize the motivation for work even harder and better.
Thus, the employees and all the workforces are thereby benefitted from the bonus along with their salaries. Strong teamwork is one of the most important building blocks for the construction of staunch pillars of integration and professionalism. Commitment is another tool to complement the already ongoing hard work and teamwork. We are proud to say that our employees possess all the essential qualities to take a business sky-high. Please expect your bonuses into your salary accounts till 15th December 20XX. For any queries, please contact Human Resources. Thank you.
Regards,
Cornel West
General Manager
SIGMA Strait of USA, Orlando
Florida USA
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