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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Upgrade of Your Role and Responsibilities
Dear [Employee Name],
In recognition of your performance and the growing needs of the [Department] function, the management has decided to upgrade your role with effect from [Effective Date]. The changes in the scope of your role are summarised below.
	Area
	Existing Scope
	Upgraded Scope

	Designation
	[Current Designation]
	[New Designation]

	Grade
	[Current Grade]
	[New Grade]

	Territory / Portfolio
	[Existing Portfolio]
	[Upgraded Portfolio]

	Team Managed
	[Existing Team Size]
	[New Team Size]

	Budget Ownership
	[Existing Budget]
	[New Budget]



Your additional key result areas will be:
1. [KRA 1 with measure]
1. [KRA 2 with measure]
1. [KRA 3 with measure]
You are authorised to approve [type of expenses or decisions] up to [Amount] in line with the company's delegation of authority policy. Your revised compensation is detailed in the confidential annexure attached. Your performance in the upgraded role will be reviewed with [Reporting Manager] on [Review Date].
All other terms and conditions of your employment remain unchanged. Please sign the duplicate copy of this letter in acknowledgement.
Yours sincerely,

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