
 
 

 
 
 
Date: 

Promotion Letter 
 
 
Dear [Employee Name], 
 
We are delighted to inform you of your promotion to [New Job Title] effective [Date]. This 
new role will involve [Brief Overview of New Responsibilities]. Your new salary will be [New 
Salary], reflecting your enhanced responsibilities. 
 
Congratulations on your achievement! 
 
 
 
 
 
 
 
Humen Resources Department  


