Notice of Promotion
Dear [Employee Name],
We are pleased to formally confirm your promotion to the position of [New Job Title], effective [Effective Date]. This promotion reflects your performance, contributions to the team, and demonstrated readiness to take on additional responsibility.

[bookmark: _vj4qzgm1vef7]Role & Responsibilities
In your new role, you will be responsible for:
· [Key responsibility 1]
· [Key responsibility 2]
· [Key responsibility 3]

You will report to [Manager Name / Title].

[bookmark: _vkd43by4d352]Compensation & Schedule
Your compensation will be adjusted as follows:
· New pay rate: [New Pay Rate]
· Pay structure: [Hourly / Salary]
· Effective date of pay change: [Effective Date]
Your work schedule and overtime eligibility (if applicable) will follow company policy and your updated role classification.

[bookmark: _o10aeugx2rdo]Performance Expectations
With this promotion comes increased accountability. You are expected to:
· Maintain high standards of professionalism and performance
· Support team collaboration and operational goals
· Demonstrate leadership appropriate to your new role
Your performance will continue to be reviewed in accordance with company policy.

We are confident in your ability to succeed in this role and look forward to your continued growth with the company.
Please sign below to acknowledge receipt of this promotion letter.
Employee Signature: ___________________________
 Date: ___________________________
Employer / Manager Signature: ___________________________
 Date: ___________________________
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