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PROMOTION LETTER
DD/MM/ YYYY
 
First and Last Name
Employee ID
Designation
Location
 
Dear (Employee Name),

Congratulations!
Based on your performance assessment in your current role and readiness to take on additional role, we are extremely happy to announce your promotion as ___________(Designation) with effect from __________ (Effective date). 
Effective from __________ (date) your revised CTC will be Rs. ________ (rupees in number) ____________________ (rupees in words) all inclusive. 
We are extremely confident that you will continue to put in your best efforts to take _________ (Company Name) with a vision to handhold our businesses to the next level. 
We wish you all the very best for your success.
Keep up the good work!			
 
Sincerely,

Name and Signature of Authorized Signatory
Designation
Organization seal
Name and Address of the Organization
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Disclaimer- Please note this is a draft Policy prepared by GSPU for your reference. You may amend it suiting to your requirement. GSPU expressly disclaims any liability arising out of the reliance on this draft.
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