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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Confirmation of Services and Revision of Salary
Dear [Employee Name],

Further to the review of your performance during probation, we are pleased to confirm your services as [Designation], Grade [Grade], with effect from [Confirmation Date].
In recognition of your performance, your salary has been revised as follows with effect from [Effective Date]:
	Component
	Current Monthly (₹)
	Revised Monthly (₹)

	Basic Salary
	[Amount]
	[Basic Salary]

	HRA
	[Amount]
	[HRA]

	Special Allowance
	[Amount]
	[Amount]

	Employer PF
	[Amount]
	[Amount]

	Annual CTC
	[Amount]
	[CTC]



1. Notice period: From the confirmation date, your notice period is [Notice Period].
1. Benefits: You are now eligible for [Confirmed Staff Benefits].
1. Other terms: All other terms of your appointment letter remain unchanged.
Salary details are confidential and should not be discussed with colleagues. Congratulations, and we wish you continued success.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged and accepted by
[Employee Name]
Signature: ____________
Date: [Date]
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