[Recipient Name]
[Date]
Page 2
Date
Name of Employee and designation
Address

Dear Mr. Edison,
I, Greg Smith, want to forward a formal request for the evaluation of my current salary. I have been working with this company (XYZ) since 2008 and have experienced the evolution of my career. I have always stood with the company in the difficult times, like recession periods, even without a six-month salary.
I have always been a cooperative employee and have welcomed any responsibilities bestowed upon me. I have always tried to render my services in the best possible way which can be evidenced by my track record and yearly evaluation reports. An analysis of my record, industry average salaries and my recent achievements would support my request for a rise of at least 15% in my annual salary figure.
I have been serving as a procurement officer for the past three years and due to the death of two senior employees in my department, I have undertaken many of their responsibilities as well. For the past one and a half year, I have been directly involved in staff management of my department, budget making along with my other duties as well. Some of my recent achievements are stated here to further support my request.
· I have improved budget conformance in terms of time and money. For the past six months, 27,000/- dollars have been saved as calculated by the accounts department (details attached with this letter).
· The staff performance in my department has been improved as well and the HR department can certainly provide you with the details.
· My yearly evaluation letters (attached in here) further provide an analysis of fulfillment of my added responsibilities.
In addition, I have also done some research which might be helpful in the processing of my request. Therefore, I am providing the details here. According to Payscale.com, the industry average annual salary for the ‘procurement officer’ is around 50,000/- dollars which are 24% less than my annual income of 38,000/- dollars. However, I am still requesting a 15% increase.
I will be very grateful to you if you entertain my request. I am open to negotiation.
[bookmark: _GoBack]Regards,
Greg Smith.
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