[Company Letterhead]
[Date]
[Employee Name]
[Employee ID]
[Department]
Subject: Conversion of Variable Pay to Fixed Salary
Dear [Employee Name],
We are pleased to inform you that the company has decided to restructure your compensation
package. Effective [Effective Date], your current variable pay component will be converted into
your fixed annual base salary.
Your revised compensation details are as follows:
e Previous Base Salary: [ Amount]
e Previous Variable Pay Target: [Amount/Percentage]
e New Total Fixed Annual Salary: [Amount]
This change ensures that your total earnings are now guaranteed and will no longer be subject to
performance-based fluctuations. All other terms and conditions of your employment contract

remain unchanged.

Please sign and return a copy of this letter to the HR department by [Deadline Date] to
acknowledge your acceptance of this adjustment.

Congratulations on your continued contributions to [Company Name].
Sincerely,
[Manager/HR Name]

[Title]
[Company Name]

Acknowledgment:
I accept the changes to my compensation as outlined above.

Signature: Date:




