Promotion Notification Letter

[Your Company Logo]

[Company Name]

[Company Address]

[City, State, Zip Code]

[Date]

[Employee Name]

[Employee Address]

[City, State, Zip Code]

Dear [Employee Name],

Subject: Promotion Notification

| am pleased to inform you that it is with great pride and enthusiasm that we announce your
well-deserved promotion to the position of [New Job Title]. This promotion reflects your exceptional
skills, dedication, and outstanding contributions to our company. Congratulations!

Your hard work, commitment to excellence, and willingness to take on new challenges have not
gone unnoticed. You have consistently demonstrated exceptional performance and have made
significant contributions to our team and the overall success of the company.

Effective from [Promotion Date], you will assume the responsibilities of your new role, which include
[Briefly mention key responsibilities and objectives of the new position]. We are confident that you
will excel in this new position and continue to drive success for our organization.

In addition to the increased responsibilities, your new position comes with a revised compensation
package that includes [mention any salary increases, bonuses, or other benefits]. Further details
about your new compensation package will be discussed during a meeting with the HR department
on [Meeting Date].

We believe that your promotion will serve as an inspiration to your colleagues, encouraging them to

strive for excellence and growth within our organization. We trust that you will continue to lead by



example and foster a collaborative and supportive work environment.

We understand that with your new role, there might be a transitional phase, and we are committed
to providing any necessary support and resources to ensure a smooth and successful transition.
Once again, congratulations on your well-earned promotion. We are excited about the positive
impact you will bring to your new role and look forward to witnessing your continued success.

If you have any questions or need further information, please feel free to reach out to the HR
department.

Sincerely,

[Your Name]

[Your Job Title]

[Company Name]



