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Employees	typically	write	salary	increment	letters	to	their	employers	asking	for	a	pay	raise.	These	types	of	letters	can	also	come	from	an	employer	informing	the	employee	about	a	salary	increase.	Formal	communication	is	key	when	writing	these	letters,	and	they	should	follow	a	specific	format.	This	article	will	cover	how	these	letters	are	written	in
various	contexts.	**Salary	Increment	Letter	Format**	If	an	employee	writes	to	their	employer	asking	for	a	raise,	the	letter	format	should	include:	*	The	employee's	name	and	position	*	Employer's	name	and	position	*	Date	and	organization	details	*	A	polite	request	for	a	salary	increase	Example:	John	Doe	Manager	ABC	Company	New	York,	NY	-
02/20/2023	Jane	Smith	CEO	XYZ	Corporation	Chicago,	IL	Subject:	Request	for	Increase	in	Salary	Dear	Jane,	This	letter	is	to	humbly	request	a	salary	increase.	The	second	paragraph	may	include	reasons	for	the	request.	Thank	you,	Yours	truly,	John	Doe	If	an	employer	writes	to	an	employee	informing	them	of	a	salary	increase,	the	format	should	be:	*
The	employer's	name	and	position	*	Employee's	name	and	position	*	Date	and	organization	details	*	A	polite	notification	of	the	salary	increase	Example:	Jane	Smith	CEO	XYZ	Corporation	Chicago,	IL	-	02/20/2023	John	Doe	Manager	ABC	Company	New	York,	NY	Subject:	Intimation	of	Increase	in	Salary	Dear	John,	This	letter	is	to	inform	you	that	your
salary	has	been	increased.	The	second	paragraph	may	include	further	implications.	Thank	you,	Yours	truly,	Jane	Smith	**Writing	a	Salary	Increment	Letter**	When	writing	a	salary	increment	letter,	it's	essential	to	be	humble	and	specify	strong	reasons	for	the	request.	If	an	employer	communicates	a	salary	increase	to	an	employee,	they	should	mention
the	amount	and	formalities	required.	**Writing	a	Salary	Increase	Email**	When	writing	an	email	requesting	a	salary	increase,	it's	necessary	to	title	it	properly	and	place	the	request	in	a	polite	manner.	Strong	reasons	should	be	mentioned,	and	if	applicable,	necessary	documents	can	be	attached.	Example:	Subject:	Request	for	Salary	Review	Dear
[Boss’s	Name],	I	am	writing	to	request	a	salary	review	based	on	my	performance	over	the	past	year.	I	have	consistently	met—and	often	exceeded—my	performance	targets,	contributing	to	key	projects	like	[Project	Name/Details].	Best	regards,	[Employee's	Name]	Looking	forward	to	seeing	everyone	at	the	meeting	tomorrow	and	discussing	our
strategies.	Looking	forward	to	meeting	everyone	at	the	team	gathering	tomorrow	to	discuss	our	project	progress	and	strategies	in	more	detail.	I	have	been	actively	taking	on	additional	responsibilities	within	my	role,	such	as	[specific	achievements],	and	have	received	positive	feedback	from	colleagues	and	supervisors	alike.	I	believe	that	a	salary
increase	would	be	fitting	considering	these	contributions	and	would	motivate	me	to	continue	delivering	high-quality	work	for	the	team.	Please	let	us	schedule	a	meeting	at	your	earliest	convenience	to	discuss	this	further.	
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