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How do i write a letter of salary increase

Writing a letter asking for a salary advance is not difficult. The tough part is understanding how the letter will affect your professional reputation — if at all. Salary advances are not common for all employers; sending a letter asking for advance pay could indicate you are having financial problems. The disclosure is an important consideration,
especially for people involved in jobs managing money. In some situations, employers have the right to check an employee's credit, and the letter could lead to a financial review. There are other instances in which salary advances are not a problem at all, however. For example, Vermont.gov's Department of Human Resources allows salary advances in
the case of an emergency. Before you contact your boss, check with your company's human resources department to determine if there is a standard policy for salary advances. You may find the information in your company's policies and procedures manual. If you have accepted an offer and you are relocating to take the job, check with the hiring
manager to determine what company policy is on moving advances. If you fear the request could lead to issues with your employer, first exhaust other avenues for a short-term loan before writing a salary advance letter for a personal need unrelated to work. If your company offers access to a credit union, this could be a great place to start. Your own
bank may also issue you a line of credit that you can repay once you regain your financial footing. If no other options are available, write the request letter. Only a few paragraphs are necessary. Explain your hardship in the first paragraph. For example, explain that you are facing foreclosure and must raise a specific amount of money by a deadline.
Or indicate that you need money to help a family member who has a crisis. Make the explanation clear and honest. List the amount you wish to receive and the desired date. Tell the employer in the next paragraph that your hardship is a one-time occurrence, if the salary advance is personal, and that you do not expect to seek future salary advances.
Also indicate that you exhausted all other possibilities for raising the money. Request a meeting with your supervisor to discuss the situation. Present your typed, signed letter during the conference, along with any forms required by human resources. By Grace Ferguson Updated June 27, 2018 In an ideal world, your boss knows you deserve a raise
and gives it to you without you having to request it. In the real world, however, things aren’t so simple. If you earn less than what your position is worth, you should write a letter requesting an increase, provided you’re able to justify it. In the opening paragraph, say that you have enjoyed working with the company and include your job title and length
of employment. Then say you are writing to request a salary increase. Briefly touch on why you are making the request. In the past year, the work environment has gotten much more demanding. I have consistently taken on new assignments and performed them above expectations. State the reason for your request in the body paragraph. Common
reasons include: Your boss promised you a raise at the end of your probationary period, your responsibilities have increased or you received a promotion. Less common, but still important reasons include: An increase in the cost of living where your job is located, you have not had a raise in a long time, your salary is below the average market value or
your qualifications have improved. Depending on the situation, give your boss a chance to fulfill her promise to provide an increase before writing the letter. For example, after your probationary period, write the letter only if your boss fails to give you the promised raise within the specified time frame. When I began in this position, I was told that I
would receive a raise at the end of my probationary period. I was given an excellent review, and I would appreciate the increase that was promised to me. The body paragraph should clearly express why you are worthy of the raise. If you took on more work, summarize your accomplishments. You might use bullet points to highlight them and include
figures when possible. Keep your sentences straightforward and concise. Example for when you are asking for an increase based on your work: I restructured the accounting system, leading to the discovery of several unpaid invoices and a net increase in company revenue of $50,000. Example for when you earn less than the market value for your
position: It has come to my attention that my position pays an average of $45,000 annually, which is $10,000 more than I'm currently earning. When asking for an increase, don't mention what your co-workers are making. Instead, present the results of your research and tailor your request accordingly. In another paragraph, write the specific amount
you are requesting. Apply tact to avoid sounding demanding. Please consider my request for a 5 percent increase. I believe that amount will bring my current salary up to the industry average for my position. You want the result to be a win-win situation. Therefore, state your willingness to negotiate if the company cannot afford to pay you the
requested amount. For example, your boss agrees you deserve a raise but says that the company cannot pay it right now. In this case, ask for a time frame, and then wait it out. I understand that the business has experienced some challenges as of late. Accordingly, I would like to revisit this issue at the beginning of next quarter. Assuming your
employee meets the organization's performance expectations and his employment records demonstrate that he makes valuable contributions to the organization, you probably would like to grant his request for a salary increase. But there may be a number of reasons why you can't, which you must explain to him when you decline such a request. The
reasons might be related to company policy on raising salaries, budget constraints or the timing of his request. At any rate, you should write a letter and meet with him privately to explain why you declined the request. Employees can justify why they deserve a salary increase based on a number of factors, but many companies cannot grant
employees' requests for a salary increase based solely on the employee's justification. They have to review company policy. Regardless of how persuasive the employee's request is, you're bound by company policy concerning compensation. In this case, explain the company policy in your letter. For instance, some compensation policies prohibit
raising salaries because it creates what's called "red-circled" employees who have reached the maximum pay for their position. If he's already at the maximum pay for his position, tell him so and suggest options for transferring to another position or putting his hat in the ring for a higher-level job. If the employee is near the maximum pay rate for his
position, you may need to decline the employee's requested amount, but consider a smaller increase that won't place him over the maximum rate allowed by your company policy. Suppose your employee has been there only a few months, but during that time made significant contributions to the organization. If your performance management system
doesn't permit raises until after a supervisor conducts an appraisal and the employee is not due an appraisal for another nine months, let him know you'll keep his request on file. Explain that the request for a salary increase can't be approved now but there's a possibility it could be approved upon showing successful performance at appraisal time. All
the reasons to approve his request for a salary increase are there: his performance is excellent, he's well-liked by supervisors and colleagues, and his customer service or client relations skills exceed the company's expectations. The only problem is that your organization is trimming costs and you just don't have enough money to give him the kind of
raise he deserves. This is a difficult letter to write, but begin by expressing appreciation for his talents and skills. Explain that your hands are tied by budget restrictions and that you will reconsider his request once the company's budget constraints enable a salary increase. Don't just email a response to the employee's request. Preserving the
employer-employee relationship is important here -- the employee obviously took time to prepare his justification for a salary increase. The least you can do is set aside 10 minutes or so to explain why you cannot grant his request. Employees are more likely to understand your position, provided you take time to communicate the reasons why you're
denying the request for more money. Give the employee a copy of your letter and insert the original letter in his employment file. If you made promises to review his salary increase request at a later date, schedule a follow-up meeting and include your notes in his employment records. Instead of a salary increase, suggest an alternative to giving him a
pay raise. As long as he's an employee you want to keep on your team, be creative with alternatives, such as offering telecommuting options that will save him time and money and give him more time to achieve a work-life balance. A lump-sum bonus is another alternative that adds to his earnings but doesn't raise his salary. Cash bonuses also are
considered for employees whose salaries are at or near the maximum rate. Another alternative is to offer a slight increase in responsibilities if possible. Although some employees only want more compensation, employee recognition is just as important for other workers. Management consultant Frederick Herzberg's two-factor motivation-hygiene
theory suggests that the way to motivate employees is through recognition. Professional growth, increased responsibilities and acknowledging an employee's achievements often are as important as money.
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