[Company Logo]   [Company Name]
SALARY REVISION ON PROMOTION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Promotion Letter Ref.:
	[Promotion Reference Number] dated [DD/MM/YYYY]



To,
[Employee Name]
Employee ID: [Employee ID]
[New Designation], Grade [New Grade]
[Department]
Subject: Revised Salary Consequent to Promotion
Dear [Employee Name],
Further to your promotion to [New Designation] effective [Effective Date], your salary has been fixed in Grade [New Grade] as per our promotion fitment policy ([Fitment Rule – e.g. higher of Percentage% increase or the grade minimum]).
	Component
	Pre-Promotion Monthly (₹)
	Revised Monthly (₹)

	Basic Salary
	[Amount]
	[Basic Salary]

	House Rent Allowance
	[Amount]
	[HRA]

	Special Allowance
	[Amount]
	[Amount]

	Grade Allowance
	[Amount]
	[Amount]

	Gross Monthly Salary
	[Amount]
	[Amount]

	Employer PF and Gratuity
	[Amount]
	[Amount]

	Annual CTC
	[Previous CTC]
	[CTC]



Grade-linked entitlements
1. Medical insurance cover: ₹[Amount] for [Coverage]
1. Travel entitlement: [Travel Class / Hotel Category]
1. Mobile reimbursement: up to ₹[Amount] per month
1. Notice period: [Notice Period]
Arrears from [Effective Date] to [Date] will be paid with the salary of [Month YYYY]. All other terms of your employment remain unchanged.

Congratulations once again.

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