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DEPARTMENT NAME


To:  			Employee Name, Employee Position

From:			Supervisor Name, Supervisor Position
			
Subject:  	Annual Salary Increase

Date:			Month Day, Year

Congratulations on another great year. Your work is greatly appreciated.  

Employees in good standing are calculated to receive a (percent of increase) % across the board salary increase or an adjustment to the minimum of their pay range, whichever is greater. 

FY (year)/(year) Pay Range:

Minimum		$(minimum annual dollar amount)
1st Quartile		$(1st quartile annual dollar amount)
Midpoint			$(midpoint annual dollar amount)
Maximum		$(maximum annual dollar amount)

Current Salary			$(current Salary the Employee is making)

Fiscal Year allocated increase is $(total dollar amount of the increase) or (total percent of the increase)% for a Month Day, Year New Annual Salary of $(total new salary for upcoming year).


I appreciate your hard work and quality work.  You are a valuable member of the (Name of Department) team.  

Thank you and keep up the good work.


image1.jpeg
b
"Inl
GONZAGA

UDNIVERSITY




