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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Correction of Salary for [Month YYYY]
Dear [Employee Name],
During our payroll review we found that your salary for [Month YYYY] was processed incorrectly because [Description – e.g. two days of approved leave were recorded as loss of pay]. We regret the inconvenience caused.
	Component
	Amount Paid (₹)
	Correct Amount (₹)
	Difference (₹)

	Basic Salary
	[Amount]
	[Amount]
	[Amount]

	House Rent Allowance
	[Amount]
	[Amount]
	[Amount]

	Special Allowance
	[Amount]
	[Amount]
	[Amount]

	Employee PF
	[Amount]
	[Amount]
	[Amount]

	TDS
	[Amount]
	[Amount]
	[Amount]

	Net Pay
	[Amount]
	[Amount]
	[Amount]



How the difference will be settled
1. If short paid: ₹[Amount] will be credited to your bank account on [DD/MM/YYYY] / with the salary for [Month YYYY].
1. If excess paid: ₹[Amount] will be recovered in [Number] equal monthly instalments of ₹[Amount] from [Month YYYY], with your consent below.
1. Statutory contributions and TDS will be adjusted to the correct amounts.
We have [Preventive Step – e.g. added an attendance cross-check before payroll lock] to avoid a recurrence. Please contact [HR Name] at [HR Email] if you have any questions.
Employee consent (for recovery only): I acknowledge the excess payment explained above and authorise the company to recover it as per the schedule stated.

	______________________________
For [Company Name]
[HR Name]
Payroll / HR
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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