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[Date]

[Name]
[Title]
[Department]

Dear [first name],

I am pleased to inform you that the request to provide you with an increase based on [insert reason] has been approved. 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.

[insert template language here for Performance]

Sincerely,




[Name]
[Title]

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