Specimen scheme documents 
LETTER OF INVITATION

SAYE SHARE OPTION SCHEME

(the scheme)












Date

Dear………..,

You are invited to apply for an option to acquire ordinary shares of (description) in the company under the scheme. If you are unfamiliar with the scheme, you should consult the explanatory notes, a copy of which is enclosed. A copy of the rules may be obtained from the Company Secretary, at the address shown below.

If you wish to apply for an option, you must complete the application form enclosed with this letter (or apply online), in accordance with the instructions in the accompanying guide.

In the application form you must specify

1. (a) 
whether you wish to save for three or five years, and

(b) 
if you wish to save for five years, whether you wish the option to be exercisable after five or seven years.

2. (a)
if you are monthly paid, the amount which you wish to save each month. This amount must be a minimum of £52 or, in multiples of £1, up to a maximum of £250, or

   (b)
if you are weekly paid, the amount, which you wish to save each week. This amount must be a minimum of £1.25
 per week or, in multiples of 25p, up to £62.50 per week.

Your contributions will be deducted from your pay and you will see that you authorise your employer to do this in the application form. At the end of each month the amount of your contribution for that period will be transferred to your Sharesave account/SAYE contract with (the building society/bank/authorised European savings institution)……………………………………………...

Your option will be over the number of shares which will be computed by reference to

(a) the amount you decide to save, and 

(b) the subscription price, and

(c) whether your option may be exercised, if at all, after three, five or seven years.

The subscription price will be [             ] per share.

By completing the application form, the Board will be able to determine the number of ordinary shares over which you will be granted an option.

If total applications received exceed the number of shares which will be made available, it may be necessary (to change your election from seven years to five years and) to reduce the amount of your monthly/weekly contribution. By completing the application form, you authorise the company to amend your application form to this effect.

Enclosed also is an application form to the ……………………………………………..(building society/ bank/ authorised European savings institution) asking them to open a Sharesave account. Separate instructions are included for the completion of these forms.

If you wish to apply for an option, then you must either 

i) complete both of the enclosed forms in accordance with the instructions and return them to me not later than [  ]. Please allow three working days for delivery by post. 

OR

ii) apply online by simply logging onto www………………………    and following the on-screen instructions. You will need your account number (printed above or otherwise provided) and your National Insurance Number (shown on your payslip) to apply. The online facility will be available until 5pm on ……………..

Please note that you may only apply for one option in response to this invitation, you should not therefore make more than one application.

If you have any queries in connection with the application forms please contact the Company Secretary at ………...................................................................................................................................

Yours faithfully ..............................................………………….

FOR AND ON BEHALF OF .........................…………………………………………. PLC/LTD
� Use company headed notepaper. 


� The company may choose a minimum of between £5 and £10 per month, £1.25 and £2.50 per week.
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