PRIVATE & CONFIDENTIAL

Date: «printed»

Name: «name»
Emp. No: «emp_no»
Department: «department»

PRESENT

Dear «name»

SALARY INCREASE LETTER

I am pleased to share that you have been given RM «increment» salary increase.  This increase is effective «eff_date». Your new salary rate is reflected below:

	New Month Salary Rate   RM «new_pay»

I appreciate your service to «department» Department of «company»  Thank you and I look forward to continued opportunities for success.


Yours truly, 





Department of Human Resources

Copy to: (a) Department Head/Immediate Superior
	   (b) Staff’s Personal File



I hereby acknowledge receipt of the above letter.

Signature	___________________________
Name		___________________________
NRIC		___________________________
Date		___________________________

