[image: ]
[image: ]
[bookmark: _GoBack]Salary Increase Confirmation Letter
This Salary Increase Confirmation Letter Template is used to confirm an increase in base pay and the total remuneration package from the employer to the employee.

Motivating your employees with a salary increase is a great way to boost performance and productivity within your organisation. If your employees feel underpaid and undervalued, the quality of their work is going to suffer, and as an employer, you may lose out.  

A salary increase can be an investment to keep employees productive in a way which positively affects the bottom line of your company. Remuneration is another way you can entice and retain top-quality workers which can help to ensure you maintain a competitive position in the market.  
Salary increases can help keep your employees happy and productive. When giving a salary increase, a letter is an effective tool to communicate the salary increase to an employee. 
What to include in the letter?  
The salary increase confirmation letter plays a crucial role in communicating the salary hike to your employees and also nicely packages the total remuneration package you offer.  
HR Expert Australia recommends the letter should detail any discussion you may have had, including why the employee is receiving a raise. 
It is important you also convey that the salary of the employee will be increased on a specific date. Notify the employee of the new salary amount, the superannuation amount and any incentive or bonus. Don’t forget to appreciate them for their continuous contribution to the success of the company.  
Key points 
· Provide context for the salary increase 
· Provide reasons for the pay raise 
· Detail the total remuneration package (Increased salary amount, new superannuation amount, any incentive or bonus) 
· Confirm the date from which the employee will get the increased salary and if any back pay is due. 



Pay Increase Letter



[Date]

Private & Confidential 

[Employee First Name & Surname]
[Address 1]
[Address 2]
[City]
[State & Postcode]




Dear [First Name], 

RE: Salary Review
Further to our discussion, we are pleased to advise that your salary has been reviewed and your new salary package is: 
Base Salary: $ [insert new base salary here] 
Superannuation: $ $[insert new superannuation amount here] 
Bonus: $ $[insert new bonus amount here] [Delete if bonus if not applicable]
Total Package: $ $[insert total package here] 
The increase to your salary package is effective from [insert date]. 
We would like to take this opportunity to thank you for your continued contribution towards [Company Name] and we look forward to another productive year ahead.

Please be advised that matters relating to salary are confidential in nature and should not be divulged to other employees or our customers. 


Yours Sincerely, 



[Manager Name]
[Manager Title]
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