SAMPLE LETTER
DATE

Employee’s name

Address

Dear ___________ (employee’s name):

I am pleased to inform you that effective September 19, 2008 your new salary will be $_________ (annual for exempt employees and hourly for non-exempt employees).  Your new rate is reflective of a _______% increase.  
In addition to your salary increase many of your University of Florida benefits such as retirement are indexed to your salary and will be increased accordingly.

Thank you for your ongoing contributions.

Sincerely,

(Name Dean, Director, or Department Chair)
