Salary Adjustment Letter
Company name: ____________________    Document no.: __________    Version / Date: __________

Letterhead
	Company name & address
	

	Date
	

	Employee name
	

	Position / Department
	

	Subject: Notice of Salary Adjustment
	



Body - Key Points
Thank you for your contribution over the past period. Following our review, the company has decided to adjust your remuneration as follows:
Current monthly salary: HK$__________    Adjusted monthly salary: HK$__________    Increase: ________%
Effective date: __________ (if effective mid-month, that month will be calculated on a pro-rata basis)
Reason for adjustment: [ ] Annual review  [ ] Promotion  [ ] Change of duties  [ ] Market adjustment  [ ] Other: ________
Where the role changes: new position ________, reporting to ________.
All other terms of employment (hours, leave, notice period, benefits) remain unchanged.
MPF contributions will be calculated on the new salary, subject to the maximum relevant income of HK$30,000 per month.

Remuneration Breakdown (if applicable)
	Item
	Before (HK$)
	After (HK$)
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Confirmation
Signed for and on behalf of the employer: __________________  Title: __________  Date: __________
I acknowledge and accept the salary adjustment set out above.
Employee signature: __________________  Date: __________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
