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

	Promotion Cycle:
	[YYYY–YY] / Out of cycle

	Form Ref.:
	[Reference Number]



Section 1: Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Date of Joining
	[Date of Joining]

	Work Location
	[Work Location]

	Current Grade
	[Grade]

	Time in Current Grade
	[Years]



Section 2: Proposed Role
	Proposed Designation
	[New Designation]

	Proposed Grade
	[New Grade]

	Proposed Effective Date
	[DD/MM/YYYY]

	Vacancy / new position
	[Details]



Section 3: Eligibility Check
	Criterion (as per policy)
	Required
	Employee Status
	Met? (Yes / No)

	Minimum time in grade
	[Years]
	[Years]
	[Yes / No]

	Last two appraisal ratings
	[e.g. 4 and above]
	[Ratings]
	[Yes / No]

	No active disciplinary action / PIP
	None
	[Status]
	[Yes / No]

	Mandatory training / certification
	[Requirement]
	[Status]
	[Yes / No]



Section 4: Rating History
	Year
	Final Rating
	Remarks

	[YYYY–YY]
	[Rating]
	[Remarks]

	[YYYY–YY]
	[Rating]
	[Remarks]

	[YYYY–YY]
	[Rating]
	[Remarks]



Section 5: Evidence of Readiness
	Examples of working at the next level
	[Examples]

	Leadership / ownership shown
	[Examples]

	Business need for the promotion
	[Justification]

	Development still required in the new role
	[Needs]



Manager Declaration
I recommend [Employee Name] for promotion to [New Designation]. The information above is accurate, and I understand that the promotion is subject to approval as per company policy.

	______________________________
Recommended by
[Reporting Manager]
Date: [Date]
	______________________________
Endorsed by HOD
[HOD Name]
Date: [Date]
	______________________________
Eligibility verified by HR
[HR Name]
Date: [Date]
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