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March 31, 2020



[bookmark: Text1]TO:		Employee Name
Title

FROM:		Supervisor/Appointing Authority/HR Liaison
		Title

[bookmark: _GoBack]SUBJECT:	Salary Adjustment


[bookmark: Text2][bookmark: Text3][bookmark: Text4]This memo is to confirm that your salary has been increased to $      per month.  This increase is effective Effective Date.  This represents a      % increase, which INCLUDE REASON (i.e. will more appropriately align your salary with other positions within our agency and externally; is necessary for internal salary equity; to recognize your growth and development; for retention and recognition of your contribution to the agency). 

In the event you have questions concerning your increase, please feel free to contact Name at Phone # or Email Address.



cc:	Supervisor Name, Supervisor
	Personnel File
 	



image1.png




