 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Result of the salary review 

Subsequent to the annual salary review by our Committee Board, we have pleasure in notifying you that your monthly salary will be increased to [ the amount ], which is a 10% rise [ insert other number ] of your current monthly salary.

We, the Committee Board, are very impressed with your job performance in the previous year and hope you will keep this up in the future.

 Please accept our warmest congratulations on this good news.

Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

