[Company Logo]   [Company Name]
PERFORMANCE-BASED INCREMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Merit Increment Based on Performance Review
Dear [Employee Name],
Your performance for the review period [Review Period] has been assessed against the key result areas agreed with [Reporting Manager]. We are pleased to share the outcome below.
	Key Result Area
	Target
	Achievement
	Score

	[KRA 1]
	[Target]
	[Achievement]
	[Score]

	[KRA 2]
	[Target]
	[Achievement]
	[Score]

	[KRA 3]
	[Target]
	[Achievement]
	[Score]

	[KRA 4]
	[Target]
	[Achievement]
	[Score]

	Overall Rating
	 
	 
	[Rating]



Under our merit framework, a rating of [Rating] qualifies for an increment of [Percentage]% on fixed pay. Accordingly, your revised compensation is as follows:
	Particulars
	Before (₹)
	After (₹)

	Fixed Annual CTC
	[Amount]
	[Amount]

	Target Variable Pay
	[Amount]
	[Amount]

	Total Annual CTC
	[Previous CTC]
	[CTC]



The revision is effective from [Effective Date]. For the coming period, your manager will set goals around [Focus Area], and we encourage you to build on your strengths in [Strength]. A revised salary breakup will be shared separately by HR.
Congratulations on a strong performance.

Regards,

	______________________________
[Reporting Manager]
[Designation]
	______________________________
For [Company Name]
[HR Name]
HR Department
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