
Annual Salary and Benefits Summary 

Date: [Insert Date] 

To: [Employee Name] 

Position: [Employee Position] 

Department: [Employee Department] 

Employee ID: [Employee ID] 

Dear [Employee Name], 

We are pleased to provide you with your annual salary and benefits summary for the year [Insert 

Year]. Below is a detailed overview of your compensation package: 

Salary Details 

Base Salary: $[Insert Base Salary] 

Other Allowances: $[Insert Allowances] 

Total Annual Salary: $[Insert Total Salary] 

Benefits Overview 

• Health Insurance: [Insert Details] 

• Retirement Plan: [Insert Details] 

• Paid Time Off: [Insert Details] 

• Other Benefits: [Insert Details] 

We appreciate your hard work and dedication over the past year. If you have any questions 

regarding your salary or benefits, please do not hesitate to contact [HR Contact Information]. 

Thank you for being a valued member of our team. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


