[INSERT COMPANY LOGO HERE]

[THIS LETTER SHOULD BE PRINTED ON COMPANY LETTER HEAD PAPER]

[Date]

Private & Confidential 

[Employee First Name & Surname]

[Address 1]

[Address 2]

[City]

[State & Postcode]
Dear [First Name], 
Re: 
Salary Review

As you may be aware the annual pay review takes place in [insert month], however as you have not been employed with us for the eligible period of three months [change period to suit your business needs], you therefore cannot be included in the review this year. Your salary will be reviewed in [insert next review date]
I would like to take this opportunity to thank you for your contributions throughout the year and wish you and your family a Happy New Year.

Yours Sincerely, 

[Manager Name]

[Manager Title] 

