[Company Logo]   [Company Name]
CAREER ADVANCEMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Advancement to [New Career Level] in the [Career Track] Track
Dear [Employee Name],
We are happy to confirm that, based on the outcome of the [Talent Review / Career Assessment] held on [Date], you have advanced from [Current Career Level] to [New Career Level] in the [Career Track] career track with effect from [Effective Date].
The review panel noted the following strengths in your work during the assessment period:
1. [Competency 1, e.g. independent ownership of complex client projects]
1. [Competency 2, e.g. coaching junior colleagues]
1. [Competency 3, e.g. consistent quality and timely delivery]
Your Development Path
	Development Area
	Company Support
	Target Milestone
	Review Date

	[Area 1]
	[Training / Mentoring]
	[Milestone]
	[DD/MM/YYYY]

	[Area 2]
	[Project Exposure]
	[Milestone]
	[DD/MM/YYYY]

	[Area 3]
	[Certification Support]
	[Milestone]
	[DD/MM/YYYY]



[Mentor Name] will act as your mentor for this stage. Your revised compensation, if applicable, is set out in the confidential annexure enclosed with this letter. All other terms of your employment remain unchanged.
We appreciate your contribution and look forward to supporting your continued growth at [Company Name].
With best wishes,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Reporting Manager
[Reporting Manager]
	______________________________
Received by
[Employee Name]
Date: [Date]
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