
Employee Compensation Discussion 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Position: [Insert Position] 

Department: [Insert Department] 

Dear [Insert Employee Name], 

We would like to schedule a meeting to discuss your current compensation package. It is 

essential for us to ensure that our compensation remains competitive and reflects your 

contributions to the company. 

Please let us know your availability over the next week, and we will do our best to 

accommodate. This discussion will cover your performance, contributions, and how they align 

with our compensation strategy. 

Thank you for your hard work and dedication. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


