[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to request detailed information regarding the
pay structure for leadership positions within [Company/Organization Name]. Understanding this
structure is important for [briefly explain your reason, e.g., research, comparison, etc.].
Specifically, 1 would appreciate information on:

Base salary ranges for leadership roles.

Incentives and bonuses offered.

Benefits and additional compensation packages.
Any pay equity measures that are in place.

Thank you for considering my request. | look forward to your prompt response.
Sincerely,

[Your Name]



