
[Your Name] 
[Your Title] 
[Company Name] 
[Company Address] 
[City, State, Zip Code] 
[Date] 
 
[Employee's Name] 
[Employee's Position] 
[Company Name] 
 
Dear [Employee's Name], 
 
I am pleased to inform you that, after careful consideration of your performance and dedication to 
your role, it is my pleasure to offer you a [promotion/increment] effective [date]. Your hard work 
and commitment have not gone unnoticed, and we believe that this [promotion/increment] is a 
well-deserved recognition of your contributions to [Company Name]. 
 
Details of the [promotion/increment] are as follows: 
 
[For Promotion:] 
New Position: [New Position Title] 
Effective Date: [Date] 
Department: [Department] 
Salary: [New Salary] 
 
[For Increment:] 
New Salary: [New Salary] 
Effective Date: [Date] 
 
Your consistent efforts, innovative thinking, and exceptional performance have significantly 
contributed to the success of our team. We are confident that in your new role/[with your increased 
responsibilities], you will continue to excel and bring even greater value to [Company Name]. 
 
Please feel free to reach out if you have any questions or if you would like to discuss any aspects of 
your [promotion/increment]. We look forward to your continued success with [Company Name]. 
 
Congratulations once again, and thank you for your on going dedication to excellence. 
 
Sincerely, 
 
[Your Name] 
[Your Title] 
[Contact Information] 
 


