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

	Date:
	[Date]



Private and Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Proposal for Temporary Reduction in Salary
Dear [Employee Name],
As shared in our meeting on [DD/MM/YYYY], [Company Name] is facing [Business Reason – e.g. a significant decline in orders since Month YYYY]. The leadership team has considered several options and, to avoid job losses, proposes a temporary reduction in salary across the organisation, with leadership taking the largest share.
	Particulars
	Current (₹/month)
	During Reduction (₹/month)

	Basic Salary
	[Basic Salary]
	[Basic Salary] (unchanged)

	House Rent Allowance
	[HRA]
	[HRA] (unchanged)

	Special Allowance
	[Amount]
	[Amount]

	Gross Salary
	[Amount]
	[Amount]

	Reduction
	 
	[Percentage]% of gross



1. Period: from [Start Date] to [End Date], with a review on [Review Date].
1. PF, ESI and other statutory contributions will continue on the applicable wages.
1. Your salary will not fall below the applicable minimum wages.
1. When business conditions improve, full salary will be restored first; the company will consider repaying the reduced amount as [Deferred Payment Plan], subject to performance.
1. No other term of your employment changes.
We understand this is a difficult request. Please share your decision or concerns with [HR Name] by [Date]. You may also ask for a one-to-one discussion.
Employee response:
[ ] I agree to the temporary reduction on the terms above.
[ ] I do not agree and would like to discuss this with HR.

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