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

	Date:
	[Date]



Private and Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Revision of Salary
Dear [Employee Name],
We are pleased to inform you that the management has reviewed your compensation and approved a revision of your salary. Your annual Cost to Company is revised from ₹[Previous CTC] to ₹[CTC], effective [Effective Date].
	Component
	Previous Monthly (₹)
	Revised Monthly (₹)

	Basic Salary
	[Amount]
	[Basic Salary]

	House Rent Allowance
	[Amount]
	[HRA]

	Special Allowance
	[Amount]
	[Amount]

	Gross Salary
	[Amount]
	[Amount]

	Employer PF
	[Amount]
	[Amount]

	Gratuity Provision
	[Amount]
	[Amount]

	Monthly CTC
	[Amount]
	[Amount]

	Annual CTC
	[Previous CTC]
	[CTC]



The revised salary will be reflected in your payroll for [Month YYYY]. Arrears from [Effective Date] to [Date], if any, will be paid along with the salary of [Month YYYY], subject to applicable statutory deductions.
All other terms and conditions of your employment remain unchanged. Compensation details are personal and confidential, and we request you not to discuss them with colleagues.
We appreciate your contribution and look forward to your continued association with [Company Name].

With best wishes,

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