[Company Logo]   [Company Name]
COMPENSATION ADJUSTMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Private and Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], Grade [Grade]
[Department]
Subject: Adjustment of Compensation Following Internal Pay Review
Dear [Employee Name],
[Company Name] recently completed a review of pay across roles of similar scope, grade and experience to ensure our compensation is fair and consistent. As an outcome of this review, we are adjusting your fixed compensation.
	Particulars
	Before Adjustment
	After Adjustment

	Annual Fixed Pay (₹)
	[Amount]
	[Amount]

	Monthly Gross (₹)
	[Amount]
	[Amount]

	Annual CTC (₹)
	[Previous CTC]
	[CTC]

	Position in Grade Range
	[Below minimum / Lower quartile]
	[Within range / Mid-point]



1. This is a one-time equity adjustment and is not linked to your performance rating.
1. You will remain eligible for the annual increment cycle as per policy.
1. The adjustment is effective from [Effective Date] and will appear in the salary for [Month YYYY].
1. Component-wise details are in the attached annexure.
We request that you keep the details of this letter confidential. If you have any questions about the review, please speak with [HR Name].

Regards,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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