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How do you write a salary increase letter
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. In the world of business, verification is vital, and when it comes to salary, all communications are best handled in writing. As a business manager,
you may need to write a salary verification letter if an employee is seeking to buy a home or car or rent an apartment. If you don’t think of yourself as a writer, don’t fret; salary verification letters are straightforward. After you prepare one, you can retain it as a template for future letters, which saves you time and energy My daughter loves getting
mail. Since she’s only 18 months old, that doesn’t happen very often. But the journey to the mailbox is still something we do religiously every day, because it brings her so much joy. Truth be told, I still love receiving packages and letters. Not the junk kind, but the real kind, from friends or relatives, just telling me about their days. But it takes effort to
correspond this way, especially in today’s world of easy electronic communication. Here are some times when it’s definitely worthwhile to make that effort. (See also: The Importance of Friendly Letters) 1. Get a Deal Some companies don’t publish their coupons, but will send them to you if you request them in writing. It’s always good to include a
Self-Addressed Stamped Envelope (SASE) when you make your request, too, so it’s easier for them. 2. Express Yourself Read a newspaper article that you didn’t like? Find an editorial that you could have written better fast asleep? Send the newspaper a letter to let them know what you’re thinking. Maybe they’ll publish it under “Letters to the
Editor!” 3. Make Some Change Tell your Congressman, Assemblywoman, or another politician what you think. While emails and phone calls can work, too, a handwritten letter expressing strong sentiments just might be heard where those aren’t. And you might even get a response, too — after all, even Barak Obama hand writes 10 letters to citizens
every day! 4. Cause a Ripple Interested in changing something in your community but not sure how to go about it? Crafting a letter that you then deliver to every home and business in your area can be a great way to be heard and to find others who agree with you. 5. Have Some Class Have you ever wanted to feel posh in your communication? Send a
letter instead of an email. Bonus points if it’s handwritten. 6. Add That Personal Touch Sure, most of what you need to tell people doesn’t require a personal letter. But when you want to make sure the recipient of your words knows who you are and that you leave a positive impression, writing a letter instead of sending an email or leaving a voicemail
will help you do just that. 7. Get Offline Give your computer the boot for the day (or the week) and send all your communications by mail. Not only is it a blast from the past, but it lets you unplug, too. 8. Send Your Voice Farther Though the Internet and email are used widely around the world, there are still places where they aren’t common. If you
want to get a message to people in these parts, send a letter. Better yet, get a pen pal and build a relationship. 9. Preserve Memories Even if your kids don’t remember what’s going on now, they might want to someday. Jotting down little notes for them about events you go to together, special days, and even the things they do that make you smile will
help both of you remember what happened and what’s important. 10. Remind Yourself of Now Sending a letter to your future self might sound pretty cliche, but it’s actually a great way to preserve who you are now, so you can remember later. You may not agree with any of your advice for the future, but you’ll be able to hear your own voice, which
might be even better. 11. Speak to the Future Time capsules are so 1992, but the truth is that they do preserve aspects of an era that are often forgotten. Make your own time capsule for your children or grandchildren by writing letters to them now that they can read in 15 or 20 years. 12. Say “Thanks” Thank you notes aren’t overrated. In fact,
they’re a great way to reach out and touch people. Let them know that you noticed and appreciated their efforts with a special note saying “thanks!” 13. Encourage a Soldier Whether you agree with the current deployment of troops or not, these folks are risking their lives for the rest of us. Let them know they’re remembered by sending them a letter
that says so. Letters to Soldiers is a great place to get started. 14. Communicate With the Elderly Email is more and more common among older people, but many of them lose the ability to type and read small print eventually. Writing letters allows them to keep in touch with people who love them, and it means so much when you send them something
in return. 15. Ask for Help Customer service being what it is these days, sometimes the best way to get a favorable response is to write a letter. Sure, you have to organize your thoughts and wait for a response, but that’s worth it if your situation is dealt with in a way that makes sense to you. 16. Document Your Concerns If you have a longstanding
beef with a company or a corporation, one of the best ways to show this is to have an extended correspondence on the issues involved. So write your letters and send them off. Even if you don’t get a response, you have ammunition for later. 17. Express Admiration Is there an author you love, a director whose films never fail to move your heart, or
someone else you look up to? Let them know the influence they’ve had on your life with letters. While these may never reach big-name celebrities, they’re the best kind of encouragement to most creative people. 18. Offer Encouragement That Lasts Encouraging words can be easily said and just as easily forgotten. Make sure the recipient of yours
can’t forget them by documenting them in a letter. Who knows? Maybe they’ll find it again, years from now, and tackle something they wouldn’t have had the courage to do before. 19. Give Sympathy When someone dies, it can be hard to process everything that’s going on. Send your sympathy in a letter, so the bereaved can go back and read it
anytime. Include memories of the deceased to make the read a special experience. 20. Get That Job With the job market being what it is, anything that will give you an edge is worth doing. After you interview, follow up with a thank you note. Be specific, telling the interviewer what you appreciated about meeting them. 21. Leave a Legacy Write letters
to those close to you to be read after your death. This gives you the chance to say all the things that you need to say and gives them a special way to remember you. Even if you’re young, having these prepared can give peace of mind. 22. Make a Child’s Day Like I said at the start, my daughter loves getting mail. Friends tell me she isn’t alone in that.
Make a child happy by sending something, even something small, with their name on the envelope. Why do you send letters? Let us know in the comments. Like this article? Pin it!
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