
Annualised salary letter
Date
Name
Address

Annualised salary arrangements under the Award name

Dear name, 

Your position of position, currently falls under the Award name. Under this award you are paid an annual salary that compensates you for several entitlements under the award. 
Below is a breakdown of your annual salary outlining how it has been calculated and what is incorporated.
	Classification under Award name
	

	Annual base salary under the award (38 hours x $xx) 
	$             XX


	Annual leave loading (17.5% on 20 days)
	$              XX 


	Overtime 
XX hours maximum per week. No more than XX hours on any given day
	$              XX


	Add any other provisions incorporated into the annual salary
	

	Over award payment (to be offset against any other monetary entitlements under the award)
	$              XX


	TOTAL
	
$              XX 




You must ensure that you submit your weekly timesheet by (insert process).

Should you have any questions in relation to the above, please don’t hesitate to contact me. 

Kind Regards 


Name 
Position
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