Promotion Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Employee], We are pleased to confirm your promotion to [New title], effective [Date], following [Approved decision process].
Responsibilities: [Reviewed scope]. Reporting to: [Manager]. Compensation or terms: [Reference to approved details]. Transition support: [Plan].
Please meet with [Contact] to confirm handover and onboarding. We appreciate your contribution and look forward to supporting your work in the new role.
[Authorized name and title]




