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Letter outlining incentive scheme — bonus/shares 
 

[Advice should be sought in relation to incentive schemes. Specific advice should be sought in relation 
to share schemes, as the Corporations Act 2001 (Cth) and, if applicable, the Australian Stock 
Exchange Listing Rules, impose conditions upon the issue of shares. In addition, tax advice should 
also be sought]  

[insert date] 

[insert employee's or contractor's/consultant's name] 

[insert address] 

 

Dear [insert name], 

I am pleased to inform you that you will participate in the [incentive/bonus/share] scheme of [insert 
name of employer/principal] (Company) on the terms set out in this letter. 

1. Your targets 
Your targets for the Company's financial year commencing on [insert date] and ending on [insert 
date] are as follows:  

Quarter  Personal target  Company target  

1st quarter  Sales of [insert]  Company profit of [insert]  

2nd quarter Sales of [insert]  Company profit of [insert]  

3rd quarter Sales of [insert]  Company profit of [insert]  

4th quarter Sales of [insert]  Company profit of [insert]  

In relation to the above, sales means the total income actually receipted by the Company from 
sales made by you. Profit means the quarterly profit approved by the Company's auditor.  

2. Your entitlement 
If your targets are achieved, you will be entitled to the following amount of [bonus/shares]: 

Quarter  Incentive  

1st quarter [Bonus of 5% of base salary / X shares in the Company]  

2nd quarter [Bonus of 5% of base salary / X shares in the Company]  

3rd quarter [Bonus of 5% of base salary / X shares in the Company]  

4th quarter [Bonus of 5% of base salary / X shares in the Company] 

[In relation to the above, total remuneration means the yearly value of your base income (less 
superannuation and other benefits provided to you). / In relation to the above, shares in the 
Company means an ordinary share in the issued capital of the Company.] 

3. Review date and payment 
Your performance will be reviewed within 30 days of the end of each quarter (Review Date). [If 
your quarterly target has been wholly achieved, payment of a bonus will be made within 60 days 
of the end of each quarter. / If your quarterly target has been wholly achieved, shares will be 
issued within 60 days of the end of each quarter]. 

4. Termination 
In the event that your [employment/engagement] is terminated (for whatever reason) before a 
Review Date, you will not be entitled to any incentive, other than that which might be owing to 
you after the last Review Date. For the avoidance of doubt, you will not be entitled to any pro-
rata amounts. [Despite the termination of your [employment/engagement], you will remain free 
to hold shares in the Company.] 
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5. No precedent  
This incentive scheme does not establish any precedent as to the incentive scheme to apply in 
any subsequent years.  

6. Variation  
This incentive scheme may be varied by the Company at any time by written notification to you.  

 

Please return a signed copy of the attached duplicate of this letter by [date].  

  

Yours faithfully 

[insert name of employer's/principal's representative] 

____________________________________________________________  

I, [insert name of employee/principal], acknowledge that I accept the Company's offer and conditions 
of the incentive scheme outlined in this letter. 

  

__________________________  

Signed 

Dated: __________________ 
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