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[Date]

[Name]
[Title]
[Department]

Dear [first name],

insert for retention: You are a highly valued member of our team in the [department/unit], and we hope that we can dissuade you from pursuing other positions outside of the UW–Madison School of Education. To that end, we are prepared to make the following adjustments to your compensation and work situation here at UW–Madison.

[insert beginning statement for parity, equity or market factor-competitive from template language here]. Effective [insert date], your base salary of $[current base salary or hourly rate] will increase to $[new base salary or hourly rate] [(percent change)]. You will see this reflected in your [payment date] paycheck.

The School of Education and [department/unit] value your contributions to the School and to the University. Thank you for your continued commitment to the success of UW-Madison.

Sincerely,




[Name]
[Title]

Cc: 	School of Education Division HR
Department Administrator/Human Resources Manager
Pfile
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