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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Adjustment of Salary Components
Dear [Employee Name],
Further to [Reference – e.g. your transfer order no. Reference Number dated DD/MM/YYYY from Old Location to New Location], your salary components are being adjusted to reflect the change in your [location / role / shift / working hours].
	Component
	Current Monthly (₹)
	Adjusted Monthly (₹)
	Reason

	Basic Salary
	[Amount]
	[Amount]
	No change

	House Rent Allowance
	[Amount]
	[Amount]
	[City category change]

	Location / Site Allowance
	[Amount]
	[Amount]
	[Added / Withdrawn]

	Shift / Night Allowance
	[Amount]
	[Amount]
	[Added / Withdrawn]

	Travel / Field Allowance
	[Amount]
	[Amount]
	[Added / Withdrawn]

	Gross Monthly Salary
	[Amount]
	[Amount]
	 



This adjustment is effective from [Effective Date] and is [permanent / temporary until DD/MM/YYYY, after which it will be reviewed]. Your Basic Salary, PF contributions and all other terms of employment remain unchanged unless stated above.
If you have any concerns about this adjustment, please raise them with [HR Name] within [Number] working days. Kindly sign the duplicate copy as acknowledgement.

Regards,

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