SALARY INCREASE LETTER

Date: //2025
Location: ___________________
To,
Mr./Ms. _______________________
Employee ID: _________________
Designation: _________________
Department: _________________
[Company Name]
[Company Address]
Subject: Confirmation of Salary Increase
Dear Mr./Ms. ___________________,
We are pleased to inform you that based on your performance, contributions to the team, and continued dedication to the Company’s goals, the management has approved an increase in your salary, effective from //2025.
1. REVISED COMPENSATION
Your gross monthly salary has been revised from INR ________ to INR ________, amounting to an annual CTC (Cost to Company) of INR ________. A detailed revised salary structure will be shared by the HR Department.
2. EFFECTIVE DATE
The revised salary will come into effect from //2025 and shall be reflected in the payroll of the subsequent month.
3. PERFORMANCE REVIEW BASIS
This increment is granted in recognition of your:
· Consistent performance in your role;
· Achievement of performance targets/KPIs for the review period;
· Commitment to organizational values and teamwork.
4. FUTURE EXPECTATIONS
We expect your continued dedication, increased ownership of responsibilities, and alignment with company goals. You may also be considered for future role enhancements and benefits subject to your performance and organizational requirements.
5. CONFIDENTIALITY
This salary revision is confidential and must not be disclosed or discussed with other employees or external parties. Any breach of this clause may result in disciplinary action.
6. OTHER TERMS
All other terms and conditions of your employment with the Company remain unchanged and continue to be governed by your existing Employment Agreement.
We congratulate you on your performance and look forward to your continued success and growth with the organization.
Warm regards,
For [Company Name]
___________________
Authorized Signatory
Designation
Company Seal (if applicable)
ACKNOWLEDGEMENT BY EMPLOYEE:
I, ________________, acknowledge receipt and acceptance of the revised salary terms mentioned above.
Signature: ________________
Date: _________________

