[Company name]
[Registered address] · [Phone or email]
Ref: [Reference number]
Date: [Date of issue]
[Employee's full name]
[Employee code]
[Designation], [Department]
Subject: Revision of salary
Dear [First name],
Following [the review / the annual revision], we are pleased to revise your salary from [effective date], as set out below.
Your revised pay
	Designation
	[Designation], [Department]; [unchanged / new designation from (date)]

	Effective from
	[Date]; first paid in the [month] salary

	Monthly pay, before
	[₹ total]: basic [₹], [each allowance and its amount]

	Monthly pay, revised
	[₹ total]: basic [₹], [each allowance and its amount]

	Increase
	[₹] a month on gross pay ([percentage]%)

	Annual CTC, before and revised
	[₹] → [₹] a year, each including employer PF of [₹] a year

	Variable pay or bonus
	[Unchanged / New terms, and how they are worked out]

	Arrears
	[None / ₹ for (months), paid with the (month) salary]



All other terms of your letter of appointment dated [date] stay as they are.
Please sign the copy below to confirm you have received this letter.
With best wishes,
[Name of the signatory]
[Designation], for [Company name]
Acknowledgement
I have received this letter and note my revised pay from the date above.
Employee's signature: ______________________________
Name: ______________________________
Date: ______________________________
