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

	Date:
	[Date]



Strictly Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Revision of Your Compensation Package
Dear [Employee Name],
Following the recent review of your role and contribution, the Compensation Committee has approved a revision of your total compensation package with effect from [Effective Date].
	Element
	Current
	Revised

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

	Target Variable Pay (₹)
	[Amount]
	[Amount]

	Fixed : Variable Mix
	[Ratio]
	[Ratio]

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

	Group Medical Cover
	₹[Amount] – [Self / Family]
	₹[Amount] – [Self / Family / Parents]

	Car Lease / Vehicle Allowance
	[Details]
	[Details]

	Mobile and Internet Reimbursement
	₹[Amount]/month
	₹[Amount]/month

	Stock Options
	[Number] options
	Additional [Number] options as per grant letter



A component-wise breakup of your fixed pay is attached as Annexure A. Variable pay will continue to be governed by the [Variable Pay Policy], and any stock options by the [ESOP Plan Name] and your grant letter, which prevail over this summary.
All other terms of your employment remain unchanged. Please sign and return a copy of this letter to confirm acceptance.

With appreciation,

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