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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Confirmation in the Promoted Position of [Designation]
Dear [Employee Name],
Please refer to our letter No. [Promotion Letter Reference] dated [Promotion Letter Date], by which you were promoted to the position of [Designation] with effect from [Promotion Effective Date], subject to a trial period of [Number] months.
Your performance during the trial period from [Start Date] to [End Date] has been reviewed by [Reporting Manager]. We are pleased to inform you that your performance has been found satisfactory, and you are hereby confirmed in the position of [Designation], [Grade], with effect from [Confirmation Date].
	Particulars
	Details

	Confirmed Designation
	[Designation]

	Grade / Band
	[Grade]

	Promotion Effective Date
	[DD/MM/YYYY]

	Confirmation Date
	[DD/MM/YYYY]

	Reporting Manager
	[Reporting Manager]



The compensation stated in the annexure to your promotion letter now stands confirmed. During the review, the following areas were agreed for continued focus: [Development Point 1] and [Development Point 2].
All other terms and conditions of your employment remain unchanged. We congratulate you and wish you continued success in your role.
Yours sincerely,

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