Request for a pay rise ahead of annual review template 
Dear [manager’s name]
Thank you for scheduling my annual review on [date]. During the meeting, I would like the opportunity to discuss my remuneration and performance. Since my last annual review, I have added the following duties to my responsibilities and met them with success:
· [list of duties]
· [list of duties]
· [list of duties]
I have carried out these duties to success, and I believe that the added responsibilities that I have taken on merit a pay rise. In addition, I have developed my skills and knowledge by completing the following:
· [Qualifications and courses] 
· [Qualifications and courses] 
·  [Qualifications and courses] 
Thank you for taking the time to consider my request, and I look forward to discussing it further at my annual review. 
Many thanks,
[Name]

