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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Revised Salary Structure Effective [Effective Date]
Dear [Employee Name],
As part of a company-wide review of our compensation framework, [Company Name] is updating the way salary components are structured. The purpose of this change is [Reason – e.g. to align our wage components with applicable labour law and simplify payroll]. Your total annual Cost to Company remains ₹[CTC]; only the distribution between components is changing.
	Component
	Current Monthly (₹)
	Revised Monthly (₹)

	Basic Salary
	[Amount]
	[Amount]

	House Rent Allowance
	[Amount]
	[Amount]

	Leave Travel Allowance
	[Amount]
	[Amount]

	Special Allowance
	[Amount]
	[Amount]

	Employer PF
	[Amount]
	[Amount]

	Gratuity Provision
	[Amount]
	[Amount]

	Monthly CTC
	[Amount]
	[Amount]

	Estimated Net Pay
	[Amount]
	[Amount]



What this means for you
1. Your PF contribution and the employer PF contribution will be calculated on the revised Basic.
1. Your estimated monthly take-home may change by about ₹[Amount] because of higher statutory contributions.
1. Your gratuity entitlement, when eligible, will be calculated on the revised wages.
1. All other terms of your appointment remain unchanged.
The revised structure will be reflected in your salary for [Month YYYY]. If you have any questions, please contact [HR Name] at [HR Email] before [Date]. Kindly sign and return the duplicate copy of this letter as acknowledgement.
Warm regards,

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