DEPARTMENT LETTERHEAD
Month XX, 200X
Employee Name

Job Title
Dear Name:

I am delighted to inform you that per SPP 403-08: Salary Administration, your present salary of $[0,000] per pay period will be adjusted to $[0,000] per pay period representing a $[000] increase in recognition of your valued contributions and efforts over the past year with the department name.  This increase will be effective MM, DD, 20XX.

Congratulations Employee Name and I look forward to your continued contributions.
Sincerely,

Supervisor Name

Supervisor Title
Enc: 
SPP 403-08: Salary Administration 
Cc:
Official Personnel File


Department File

