PROMOTION LETTER
{FirstName} {LastName}  |  {Account.Name}
	FROM
{Organization.Name}
{Owner.FirstName} {Owner.LastName}
{Owner.Email}
	TO
{FirstName} {LastName}
{Title}  |  {Department}
{Email}  |  {Phone}
{MailingStreet}
{MailingCity}, {MailingState} {MailingPostalCode}



	Letter Reference
	Date Issued
	Current Department
	Current Title

	{FirstName} {LastName} — Promotion
	{TODAY | formatDate:'MMMM DD, YYYY'}
	{Department}
	{Title}



Congratulations
Dear {FirstName},
On behalf of {Organization.Name}, it is our pleasure to formally recognize your outstanding contributions and to announce your promotion within the {Department} department, effective {TODAY | formatDate:'MMMM DD, YYYY'}.
{Description}
Promotion Details
	Employee Name
	{FirstName} {LastName}

	Current Title
	{Title}

	Promoted To (New Title)
	________________________

	Department
	{Department}

	Reporting Manager
	{Owner.FirstName} {Owner.LastName}

	Effective Date
	{TODAY | formatDate:'MMMM DD, YYYY'}

	New Base Salary / Pay Rate
	________________________

	Pay Frequency
	________________________



Terms of Promotion
	1.  New Role and Responsibilities
In your new role, you will take on expanded responsibilities as agreed upon with your manager. A revised job description will be provided to you separately. You are expected to transition fully into your new responsibilities by the effective date specified above.
2.  Compensation
Your updated compensation will be reflected in the payroll cycle following the effective date of this promotion. Please review the revised compensation details with HR if you have any questions. This promotion does not reset your annual performance review cycle unless otherwise communicated in writing.
3.  Benefits
Your existing employee benefits remain unchanged unless expressly stated otherwise. Any adjustments to benefits as a result of your new role will be communicated separately by the HR department in accordance with the company's benefits policies.
4.  At-Will Employment
This promotion does not alter the at-will nature of your employment with {Organization.Name}. Either party may terminate the employment relationship at any time, with or without cause or notice, subject to applicable law.
5.  Confidentiality and Company Policies
Your obligations under any existing confidentiality, non-compete, or intellectual property agreements remain in full force and effect. You are also expected to continue adhering to all company policies and codes of conduct applicable to your role.
6.  Acceptance
Please indicate your acceptance of this promotion by signing and returning a copy of this letter to HR within five (5) business days. If we do not receive your signed acknowledgment, we will assume your acceptance by your continued employment and assumption of the new role.



We are proud of your growth and excited to see the continued impact you will make in your new role. Welcome to your next chapter at {Organization.Name}.
Sincerely,
{Owner.FirstName} {Owner.LastName}
Human Resources  |  {Organization.Name}
Acknowledgment
By signing below, I accept the terms of this promotion as described above.
	Employee
_________________________________
{FirstName} {LastName}
Date: _________________________
	For {Organization.Name}
_________________________________
{Owner.FirstName} {Owner.LastName}
Human Resources  |  {Organization.Name}
Date: {TODAY | formatDate:'MMMM DD, YYYY'}



{TODAY | formatDate:'MMMM DD, YYYY'}  |  {Organization.Name}  |  © {CURRENT_YEAR} {Organization.Name}. Confidential.
