 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Promotion of you to the post of [ the position ]

After discussions with the Management Committee Board [ other organization can be specified ], we are delighted to inform you that you will be promoted to the post of [ the position ] effective from  [ the date ]. Your basic salary will increase to [ the amount ] per month.

We will also make this announcement through the Intranet to all staff in your department on [ date]. 

We expect you to continue your outstanding job performance and wish you every success in the future.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

