
[Date] 

[Employee Name] 

[Employee Address] 

[City, State, Zip Code] 

Subject: Notification of Compensation Structure Change 

Dear [Employee Name], 

We are pleased to inform you that [Company Name] has decided to adjust your compensation 

structure. Effective [Effective Date], your current performance bonus potential will be converted 

and integrated into your annual base salary. 

The details of your compensation adjustment are as follows: 

• Current Annual Base Salary: $[Amount] 

• Converted Bonus Amount: $[Amount] 

• New Annual Base Salary: $[Total Amount] 

Following this conversion, you will no longer be eligible for the [Name of Bonus Plan]. This 

change is intended to provide you with greater financial stability and a guaranteed monthly 

income. All other terms and conditions of your employment contract remain unchanged. 

Please sign and return a copy of this letter to acknowledge your acceptance of these changes. 

Sincerely, 

[Manager Name] 

[Title] 

[Company Name] 

 

Acknowledgment: 

I accept the change to my compensation structure as outlined above. 

Signature: __________________________ Date: __________ 


