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Dear [Employee’s Narmae ),

Subject: Promotion Letter

| am pleased to inform you that, after a careful review of your outstanding performance, we ara
delighted to offer you a promotion to the position of [New Position Title], effective [Effective Date).

Your consistent hard work, commitment, and exceptional performance have not only contributed
significantly to your own professional growth but have also made a substantial impact on our
teamn and organization. Your new responsibilities will include [Briefly describe key responsibilities].
This role presents an excellent opportunity for you to further showcase your skills and expertise,
and we believe you are well-eguipped to excel in it

In recognition of your promotion, your compensation package will include a salary increase to 1
|Mew salary], as well as [mention any additional benefits, bonuses, or incentives, it applicable]. | G O O g I e D O C S
Please schedule a meeting with [HR Manager's Name| to discuss the details and address any .

questions you may have. : < A4>

This promotion reflects our confidence in your abilities and dedication. We look forward to
witnessing your continued success with [Company Narme)] and are excited about the positive

contributions we anticipate fram you in your new role.

If you have any questions, nead further clarification, or wish to discuss your career developrmaeant,
please do not hesitate to contact [HR Manager's Name] or me.

Congratulations once again on this well-deserved promotion! We eagerly anticipate the great
achlevements you will bring to our organization in your new capacity.

Sinceraly,

|¥our Name]
|¥our Title]
|company Narme]
|Phane Number]
|Email Address]
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“Please be aware of the disclaimer on the second page of this document. =
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https://docs.google.com/document/d/1twL49-P6AX5-bst9d66-5zz1nUuZoydU/copy
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Please note: The template is a strong starting point, and the generic information is
meant to be edited specific to your company, state regulations, and/or legal or union
restrictions. This is not meant to be legally defensible, and I recommend having the
iInNformation vetted to suit your specific nheeds. Every company is different and adheres
to a specific set of circumstances.

The policy documents and templates provided on this website are intended for
general informational purposes only and should not be relied upon as legal advice or
as a substitute for legal advice. While every effort has been made to ensure that the
iInNformation provided in these documents is accurate and up-to-date, we make no
representations or warranties of any kind, express or implied, about the completeness,
accuracy, reliability, suitability, or availability with respect to the templates, or the
Information, products, services, or related graphics contained therein for any purpose.

By purchasing and downloading any of our templates, you acknowledge and agree
that you have read and understand this legal disclaimer and that you consent to its
terms. You acknowledge and agree that you use these templates at your own risk and
that we shall not be held responsible or liable for any damages, losses, or costs arising
from your use of any of our templates.

Furthermore, you agree that it is your responsibility to seek legal advice before relying
on any of the information provided in these templates or making any decisions based
on the templates.

We reserve the right to update or modify this legal disclaimer at any time without prior
notice. Your continued use of our templates following any such changes constitutes
your acceptance of the new legal disclaimer.



