Meamnorandum

To: <Employeg s name>

CC:

From: <Manager’ s name>

Date:

Re:  Confirmation of Sdary Adjustment

| am pleased to advise that effective <date> your sdary will increase from <current
sdary> to <new salary>. This represents an overal increase of x%.

<Individud message from manager>
Regards

<Manager’s name>



