[Company Logo]   [Company Name]
CHANGE IN DESIGNATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Change in Designation
Dear [Employee Name],

As part of [Reason, e.g. the standardisation of job titles across the organisation], we are pleased to inform you that your designation is being changed with effect from [Effective Date].
	Particulars
	Before
	After

	Designation
	[Current Designation]
	[New Designation]

	Grade
	[Grade]
	[Grade / No change]

	Department
	[Department]
	[Department]

	Reporting to
	[Reporting Manager]
	[Reporting Manager]



1. Responsibilities: [Your responsibilities remain the same / Your revised responsibilities are listed in the attached job description].
1. Compensation: Your CTC of ₹[CTC] per annum remains unchanged.
1. Records: HRMS, ID card and email signature will be updated by [Update Date].
1. Other terms: All other terms of your employment remain unchanged.
We wish you continued success in your role.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged and accepted by
[Employee Name]
Signature: ____________
Date: [Date]
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