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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Promotion to [New Designation]
Dear [Employee Name],
We are delighted to inform you that, in recognition of your performance and contribution, you have been promoted to the position of [New Designation] in Grade [New Grade], with effect from [DD/MM/YYYY].
Consequent to this promotion, your annual Cost to Company (CTC) has been revised to ₹[Revised CTC] (Rupees [Amount in Words] only). The component-wise breakup is given in the enclosed Annexure. Statutory deductions such as PF and professional tax will apply as per law.
In your new role you will report to [Reporting Manager], [Designation], and your key responsibilities will include:
1. [Responsibility 1]
1. [Responsibility 2]
1. [Responsibility 3]
1. [Responsibility 4]
Your revised KRAs for the new role will be finalised with your manager within [30] days. (If applicable:) Your notice period in the new grade will be [Notice Period]. All other terms and conditions of your employment remain unchanged.
We are confident that you will continue to excel and take on these new responsibilities with the same commitment. Congratulations, and we wish you every success in your new role.

Please sign and return the duplicate copy of this letter as your acceptance.

Yours sincerely,

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


Enclosure: Annexure – Revised Salary Structure
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