
Increment Letter Format In Word - Sample Format 
 
 

[Your Name]​
[Your Address]​
[City, State, ZIP Code]​
[Email Address]​
[Date] 

[Recipient's Name]​
[Company Name]​
[Company Address]​
[City, State, ZIP Code] 

Subject: Salary Increment Request 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to discuss the matter of my salary and to formally 
request an increment. 

I have thoroughly enjoyed contributing to [Company Name] over the past [number of 
years/months] and am proud of the achievements and growth I have witnessed during my 
tenure. I have consistently strived to exceed expectations and have taken on additional 
responsibilities willingly. 

Considering my dedication to my role and the added value I bring to the team, I would like to 
request a salary increment. I have researched industry standards for a position similar to mine 
and believe that an adjustment in my current salary would be in line with my skills, experience, 
and the market rate. 

I am open to discussing this matter further and would appreciate the opportunity to meet with 
you to provide additional information and discuss the terms of the increment. I am confident that 
a mutual agreement can be reached. 

Thank you for considering my request. I look forward to the opportunity to discuss this matter 
further. 

Sincerely, 

[Your Name]​
[Your Position]​
[Your Employee ID, if applicable] 
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