
Promotion Letter
A letter promoting an employee in India to a new designation, issued by the employer and accepted by the employee. Template
v1.0.

Date:

Employer:

Employee:

We are pleased to tell you that you have been promoted. This recognises your performance and your
contribution to the team.

Current designation:

New designation:

Effective from:

New annual CTC:

Reporting to:

New responsibilities:

Your new salary will be paid from the effective date, after the deductions required by law, including
tax deducted at source. All other terms of your employment stay the same.

Congratulations on your promotion. We look forward to your success in the new role.

Please sign below to accept the promotion on these terms, and keep a copy for your records.

For the Employer

Signature

Name

Date

Title

Employee (accepted)

Signature

Name

Date

Place
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