[Company Logo]   [Company Name]
NOTICE – TEMPORARY SALARY FREEZE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Applicable To:
	[All employees / Employees in Grade X and above / Business Unit]



To,
All Employees of [Company Name]
Subject: Temporary Freeze on Salary Increments for [Period]
Dear Colleagues,
As discussed in our meeting on [DD/MM/YYYY], [Company Name] is navigating [Business Context – e.g. a sharp slowdown in client spending]. To protect jobs and avoid any reduction in current salaries, the management has decided to temporarily freeze salary increments.
What the freeze covers
1. Annual increments for the cycle [FY YYYY-YY] are deferred.
1. Off-cycle revisions and market corrections will not be processed during the freeze.
1. Freeze period: [Start Date] to [End Date].
What does not change
1. Your current salary will be paid in full and on time.
1. PF, ESI, gratuity and other statutory benefits continue as usual.
1. Insurance and other benefits continue unchanged.
1. Statutory minimum wage revisions will be applied as notified.
Exceptions and review
[Exceptions – e.g. promotions to fill vacant roles will be considered case by case.] Performance reviews will still be completed so that contributions are recorded. The leadership team will review this decision on [Review Date] and communicate the outcome to everyone.
We recognise this is disappointing news and thank you for your understanding. Please reach out to [HR Name] at [HR Email] with any questions.

Sincerely,

	______________________________
[Authorised Signatory]
[Designation]
[Company Name]
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