
Subject: Discussion on Compensation 

Adjustment 

Dear [Employee's Name], 

I hope this message finds you well. I would like to schedule a meeting to discuss your current 

compensation and potential adjustments based on your performance and contributions to the 

team. 

Over the past [time period], I have observed your growth and dedication in your role as 

[Employee's Position]. You have consistently exceeded expectations, particularly in the areas of 

[specific accomplishments or responsibilities]. 

During our meeting, I would like to review your achievements, gather your feedback, and 

discuss how we can align your compensation with the value you bring to our organization. 

Please let me know your available times over the next week, and I will do my best to 

accommodate. Thank you for your hard work and commitment to our team. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


