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Insert Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode								       [Date]



Dear [name]
Salary Increase / Promotion / Change in Hours 
Further to our recent discussions, I am pleased to confirm your [salary increase/Promotion to xxx/Change in hours] with effect from [Date]
Your salary will increase/decrease to [£xxx] with effect from [Date].
All other terms and conditions of employment remain unchanged.
Please sign both copies of this letter and return one copy to me as soon as possible. 
May I take this opportunity to thank you for all your hard work and commitment and look forward to a continued successful working relationship.
Yours sincerely,

Name 
Job title

 
I accept the revised terms and conditions of my employment as detailed above.

Signature …………………………………….…………………………………     Date ……………………………………………. 	
Employee Name 

For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
_________________________________________________________________________________________________________

Breathing Space HR Ltd, 13 Festoon Rooms, Sunny Bank Mills, 83-85 Town Street, Leeds, LS28 5UJ
                                                                            Company Registration Number 5872679                                                         Page 1 of 2
image1.png




