	
	[Company Name]
[Company Tagline]



[Month DD, YYYY]
[Employee Name]
[Job Title]
[Department]
Subject: Cost-of-Living Salary Adjustment
Dear [Employee First Name],
We are pleased to let you know that [Company Name] is applying a cost-of-living adjustment of [0.0]% to salaries this year, to help offset the rise in everyday living costs.
•  Current salary: [$00,000] per year
•  Adjustment: [0.0]% ([$0,000])
•  New salary: [$00,000] per year
•  Effective: [MM/DD/YYYY], first paid on [payroll date]
This adjustment is separate from your annual performance review, which will take place in [Month] as usual. Your other terms and benefits are unchanged.
If you have any questions, please speak with your manager or contact [HR Contact] at [Email]. Thank you for everything you do.
Sincerely,

[HR Director Name]
Human Resources, [Company Name]
cc: Payroll · Personnel File


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






