
[COMPANY NAME]
[Street address, City, Country]  •  [Phone]  •  [email@company.com]  •  [www.company.com]

Ref: [HR/INC/2026/001]
Date: [DD Month YYYY]

[Employee Name]
[Designation], [Department]
[Employee ID: EMP-000]

Subject: Salary Increment

Dear [Employee Name],

We are pleased to inform you that, in recognition of your performance and contribution during [the 

year 2026 / your annual review], your salary has been increased with effect from [Effective Date].

Your monthly salary will change as follows:

Previous gross salary: [amount]

Increment: [amount] ([x]%)

New gross salary: [amount and currency]

All other terms and conditions of your employment remain unchanged. [Your designation has also 

been changed to New Designation.]

We appreciate your hard work and look forward to your continued success with [Company Name].

Yours sincerely,

______________________________
[Name]
[Designation, e.g. Head of HR]
[Company Name]


