
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request information regarding the 

salary and compensation structure within [Company's Name]. As a current employee (or as a 

prospective candidate), I believe that understanding the compensation framework is essential for 

making informed career choices. 

Specifically, I would appreciate details on the following: 

• Base salary ranges for various job positions 

• Bonus and incentive structures 

• Benefits and perks offered 

• Typical progression paths and salary increments 

Your assistance in providing this information would be greatly appreciated. I am looking forward 

to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


