
Salary Structure and Benefits Explanation 

Date: [Insert Date] 

To: [Employee Name] 

Position: [Employee Position] 

Department: [Department Name] 

Dear [Employee Name], 

We are pleased to provide you with a detailed explanation of your salary structure and the 

benefits associated with your position at [Company Name]. 

Salary Structure 

• Base Salary: $[Base Salary] 

• Bonus: Up to $[Bonus Amount] based on performance 

• Overtime: $[Overtime Rate] per hour for hours worked over [overtime threshold] hours 

Benefits 

• Health Insurance: Comprehensive medical, dental, and vision coverage 

• Retirement Plan: 401(k) with a company match of up to [percentage] 

• Paid Time Off: [Number of days] vacation days per year, plus [Number of days] sick 

leave 

• Other Benefits: [List any additional benefits, such as gym memberships, remote work 

options, etc.] 

If you have any questions regarding your salary structure or benefits, please feel free to reach out 

to the HR department. 

Thank you for being a valuable member of our team! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


