[Company Logo]   [Company Name]
PROMOTION APPROVAL FORM
	Company:
	[Company Name]

	Recommendation Ref.:
	[Reference Number]

	Date Submitted:
	[Date]



A. Employee and Proposal
	Item
	Current
	Proposed

	Employee Name / ID
	[Employee Name] / [Employee ID]
	–

	Designation
	[Designation]
	[New Designation]

	Grade
	[Grade]
	[New Grade]

	Department / Location
	[Department] / [Work Location]
	[Department] / [Work Location]

	Annual CTC (₹)
	[CTC]
	[Revised CTC]

	Effective Date
	–
	[DD/MM/YYYY]



B. Financial Impact
	Increase in CTC: ₹[Amount] ([Percentage]%)
	 

	Impact on current year budget: ₹[Amount]
	 

	Within approved budget: Yes / No
	 

	Grade pay range for new grade: ₹[Min] – ₹[Max]
	 



C. Approval Matrix
	Approver
	Name
	Decision (Approve / Defer / Decline)
	Comments
	Date

	Head of Department
	[HOD Name]
	[Decision]
	[Comments]
	[DD/MM/YYYY]

	HR Head
	[HR Name]
	[Decision]
	[Comments]
	[DD/MM/YYYY]

	Finance
	[Name]
	[Decision]
	[Comments]
	[DD/MM/YYYY]

	Business Head / CEO
	[Name]
	[Decision]
	[Comments]
	[DD/MM/YYYY]



D. Final Decision
	Final decision: Approved / Deferred to [MM/YYYY] / Declined
	 

	Conditions, if any
	[Conditions]

	Reason if deferred or declined
	[Reason]



E. HR Implementation Checklist
  Promotion letter issued and acknowledged
  HRMS updated with new designation and grade
  Payroll updated with revised CTC from effective date
  Revised KRAs / job description shared
  Announcement to team sent (if applicable)
  Copy filed in personnel file

	______________________________
Prepared by HR
[HR Name]
Date: [Date]
	______________________________
Final Approver
[Authorised Signatory]
Date: [Date]
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