MEMORANDUM

TO:

Employee Name 


Position Title 
FROM:
Name


Complete Title 
DATE:

Date

SUBJECT:
Hiring Adjustment 
We have completed our budget and salary recommendations for the upcoming year. You were recommended for and will receive a hiring adjustment of_%. Your new monthly salary, effective date, will be $amount. 

Congratulations on your merit increase, and thank you once again for your ongoing support and dedication to this Division and the students of Texas A&M University.

I hope this year will be successful for you, both personally and professionally.
MEMORANDUM
TO:

Employee Name 



Position Title 

FROM:
Name



Complete Title 
DATE:

Date
SUBJECT:
Thank you

In recognition of your outstanding work as position title, you were recommended for and will receive a hiring adjustment of_%. Your new monthly salary, effective date, will be $amount. 

I hope this demonstrates to you how much the Department appreciates all you do to make the Division of Student Affairs look good to the rest of the University.

Your work reflects positively on Texas A&M University.  I appreciate all that you have done and continue to do for our University and student body.

