	[Company Name]
[Company Tagline]
	[Street Address], [City, State ZIP]
[Phone]  ·  [Email]
[Website]


	


	[Month DD, YYYY]
[Employee Name]
[Job Title]
[Department]
Subject: Annual Merit Salary Increase
Dear [Employee First Name],
I am pleased to inform you that, following your annual performance review, you have been awarded a merit salary increase in recognition of your contribution to [Department / Company Name] over the past year.
•  Current annual salary: [$00,000]
•  New annual salary: [$00,000]
•  Increase: [0.0]% ([$0,000] per year)
•  Effective date: [MM/DD/YYYY] — first reflected in the [Month] payroll
Your review highlighted [specific achievements, e.g. leading the customer onboarding project and consistently exceeding service targets]. This increase reflects our appreciation for that work and our confidence in your future with the team.
All other terms and conditions of your employment remain unchanged. If you have any questions about this change, please contact [HR Contact Name] at [Email]. Congratulations, and thank you for your continued dedication.
Sincerely,

[Manager Name]
[Title], [Company Name]
cc: Human Resources · Personnel File







