Date:
To
[The Recipient Name]
[Business Name]
Re. Salary Increase Announcement
Dear David, this letter has been written in response to your letter no. 313 (Re. Request to review Performa-19 and Increase my Salary). It is to say that your letter has been reviewed by the Senior Manager of the relevant department and he has decided to increase your salary by 10% according to the Seventh Performance Policy of the company. According to Seventh Performance Policy (updated in 2020), all the employees are subjected to incentive or increase in their salary with the five continual proposals and three continual projects that company has undertaken with the decisive coordination of the respective employee.
A summation of ten percent shall be added with reference to the gross salary of the employee. Keeping all this consideration, it has been decided that your salary will be incentivized by an amount of $348 (in the calculation of your gross salary). This salary increase shall be effective from the month of August.
A copy of the letter has been sent to the Senior Finance Manager in the Department of Accounts and Auditing. You can talk to him in case of any query or confusion. We also take this moment to appreciate your endless cooperation and working beyond the expectations of your head. We praise your industrious and vigorous capability of working. If you have any questions related to this, you can send me an email at [X] or call [X] during office hours. We thank you for your dedication and inclusive nature of working and expect the same in the future.
Regards
Gertrude Hills
Assistant Manager
I-Ceps, Boston
CA, USA
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