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

	Date:
	[Date]



To,
[Employee Name]
Employee / Token No.: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Promotion on the Basis of Seniority to [New Grade / Cadre]
Dear [Employee Name],
In accordance with [Clause / Policy Reference] of the [Promotion Policy / Long-Term Settlement / Service Rules], and based on the seniority list published on [Date], you have completed [Number] years of qualifying service in the grade of [Current Grade].
Having fulfilled the eligibility conditions regarding conduct and attendance, you are hereby promoted to the post of [New Designation] in [New Grade / Cadre] with effect from [Effective Date].
	Particulars
	Details

	Date of Joining
	[Date of Joining]

	Qualifying Service
	[Years and Months]

	Seniority List Position
	[Serial Number]

	Existing Grade / Pay Scale
	[Current Grade] / [Pay Scale]

	Promoted Grade / Pay Scale
	[New Grade] / [Pay Scale]

	Effective Date
	[Effective Date]



Your pay in the promoted grade has been fixed as per the enclosed pay fixation statement. Your seniority in the new grade will count from [Effective Date]. All other service conditions applicable to your grade shall continue to apply.
Please acknowledge receipt by signing the office copy of this letter.
Yours faithfully,

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


Copy to: Personnel File / Payroll / [Department] Head
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