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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Department]
[Work Location]
Subject: Change in Designation
Dear [Employee Name],
This is to inform you that, consequent to [reason, e.g. the restructuring of the Operations function / harmonisation of job titles across locations / your move to the Customer Success team], your designation has been changed as detailed below with effect from [Effective Date].
	Particulars
	Existing
	Revised

	Designation
	[Current Designation]
	[New Designation]

	Grade / Band
	[Current Grade]
	[Revised Grade]

	Department
	[Department]
	[Revised Department]

	Reporting Manager
	[Current Manager]
	[Reporting Manager]



Your CTC, benefits and other entitlements [remain unchanged / are revised as per the annexure attached]. All other terms and conditions of your appointment letter dated [Appointment Letter Date] and the company policies in force shall continue to apply.
Your role profile under the new designation will be shared by [Reporting Manager]. HR will update your records, identity card and email signature accordingly.
Kindly sign the duplicate copy of this letter as a token of your acknowledgement and return it to the HR department by [Date].
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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