I have attached a Format of “Office Note” wherein an employee’s salary hike is proposed. The format has been made such that the COMPANY NAME (Mother concern) has been mentioned at the top with the address, followed with the payroll (sister concern) of the employee.

                                                     Office Note
         XYZ Group of Company (Mother Concern)
       Address:



















Date: 
Office Note
We propose to revise the salary of the following employee under the payroll of ABC Pvt. Ltd. (sister concern) to be effective from 01st December 2010.

	Sr. No
	NAME
	DESIGNATION
	PRESENT GROSS SALARY
	PROPOSED GROSS SALARY

	1.
	Ms. Bhattacharya
	Analyst
	Rs. 40, 000
	Rs. 60, 000


Submitted for your necessary approval.

Himani Agarwal
(HR Dept.)

Mr. Sengupta

(CMD)

