	[LOGO]
[Company Name]
[Company Tagline]
	



ADDRESS
[Street Address], [City, State ZIP]
PHONE
[Phone]
EMAIL
[Email]
WEB
[Website]
	[Month DD, YYYY]
[Employee Name]
[Current Job Title]
[Company Name]
Subject: Promotion and Revised Compensation
Dear [Employee Name],
Congratulations! I am delighted to confirm your promotion to the position of [New Job Title] in the [Department] team, effective [MM/DD/YYYY].
In this role you will report to [Manager Name, Title] and will be responsible for [key responsibilities, e.g. managing a team of five and overseeing regional sales targets].
•  New job title: [New Job Title]
•  New base salary: [$00,000] per year (previously [$00,000])
•  Salary increase: [00]%
•  Additional benefits: [Bonus eligibility / car allowance / extra leave]
This promotion recognises your leadership, results and commitment. Please sign and return a copy of this letter by [Date] to confirm your acceptance. We look forward to your continued success.
Sincerely,

[HR Director Name]
Human Resources Director
Accepted by: ____________________   Date: ____________







