[Company Logo]   [Company Name]
INTERNAL PROMOTION LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	IJP Reference:
	[IJP Number]



To,
[Employee Name]
Employee ID: [Employee ID]
[Current Designation], [Department]
[Work Location]
Subject: Selection for the Position of [New Designation] through Internal Job Posting
Dear [Employee Name],
With reference to your application against Internal Job Posting [IJP Number] and the interviews held on [Interview Date], we are pleased to inform you that you have been selected for the position of [New Designation] in the [New Department] department.
	Particulars
	Details

	New Designation
	[New Designation]

	Grade / Band
	[New Grade]

	Department
	[New Department]

	Work Location
	[Work Location]

	Reporting Manager
	[Reporting Manager]

	Release from Current Role
	[DD/MM/YYYY]

	Joining in New Role
	[DD/MM/YYYY]



Before your release, you are requested to complete a structured handover of your current responsibilities to [Handover Person] in consultation with [Current Manager]. Your revised CTC and salary structure are given in the confidential annexure enclosed.
Your continuous service with the company will be counted without break. A role probation of [Number] months [will / will not] apply from the joining date in the new role. All other terms of your appointment remain unchanged.
Please confirm your acceptance by signing and returning a copy of this letter by [Date]. Congratulations on your selection.
Yours sincerely,

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