Date

:
«printed»
Name

:
«name»
Emp.No
:
«emp_no»
Dept

:
«department»
Dear «name»,

RE
:
CONFIRMATION LETTER

The Management is pleased to inform you that effective «eff_date», your monthly salary has been revised as follow;

INCREMENT

:
«adjusted»
BASIC PAY

:
«new_pay»
PAY BASIS 

: 
«pay_basis»
You are required to read through and understand the company rules & regulations as stipulated in our company hand book.
If the above terms and conditions are acceptable to you, please confirm your agreement by signing and return the duplicate copy of this letter of offer.

Thank you.

Yours faithfully,

«company»
……………………………………..

I agree and accept the above terms and conditions.

Signature
:
…………………………..

Name

:
«name» 

NRIC

:
«ic_no»
Date

:
«eff_date»
«company»
