PROMOTION OFFER LETTER SAMPLE

[COMPANY NAME]
[COMPANY STREET ADDRESS]
[CITY, STATE ZIP CODE]
[COMPANY PHONE NUMBER]
[COMPANY EMAIL ADDRESS]

[DATE OF LETTER]

[EMPLOYEE FULL NAME]
[EMPLOYEE STREET ADDRESS]
[CITY, STATE ZIP CODE]

RE: PROMOTION TO [NEW JOB TITLE]

Dear [EMPLOYEE FULL NAME],

[COMPANY NAME] is pleased to offer you a promotion to the position of [NEW JOB TITLE] in the [DEPARTMENT NAME] department, effective [EFFECTIVE DATE OF PROMOTION]. This letter sets out the terms and conditions of your promotion.

1. POSITION AND REPORTING

1.1 New Job Title: [NEW JOB TITLE].

1.2 Department: [DEPARTMENT NAME].

1.3 Reporting To: [MANAGER NAME AND TITLE].

1.4 Work Location: [WORK LOCATION OR REMOTE ARRANGEMENT].

1.5 Employment Status: [FULL-TIME/PART-TIME] position, [EXEMPT/NON-EXEMPT] from overtime under applicable law.

2. DUTIES AND RESPONSIBILITIES

2.1 You will perform the duties and responsibilities described in the attached job description for the position of [NEW JOB TITLE], together with such other duties as may be assigned to you from time to time.

2.2 You will comply with all company policies, procedures, and codes of conduct in effect during your employment.

3. COMPENSATION

3.1 New Base Salary: [NEW ANNUAL SALARY] per year, payable [PAY FREQUENCY] in accordance with the company's standard payroll practices, less applicable withholdings and deductions.

3.2 Prior Base Salary: [PRIOR ANNUAL SALARY] per year.

3.3 Salary Increase: [SALARY INCREASE AMOUNT OR PERCENTAGE].

3.4 Bonus and Incentive Eligibility: [DESCRIBE BONUS OR INCENTIVE PLAN, TARGET AMOUNT, AND ELIGIBILITY CONDITIONS, OR STATE "NOT APPLICABLE"].

3.5 Equity or Other Awards: [DESCRIBE ANY EQUITY GRANT, VESTING SCHEDULE, OR OTHER AWARDS, OR STATE "NOT APPLICABLE"].

4. BENEFITS

4.1 You will remain eligible to participate in the company's benefit plans and programs, subject to the terms of those plans and any eligibility requirements, including [LIST KEY BENEFITS SUCH AS HEALTH INSURANCE, RETIREMENT PLAN, PAID TIME OFF].

4.2 Your paid time off entitlement will be [NEW PTO ENTITLEMENT OR ACCRUAL RATE], effective [EFFECTIVE DATE OF PROMOTION].

5. EFFECTIVE DATE AND CONTINUITY OF EMPLOYMENT

5.1 This promotion is effective as of [EFFECTIVE DATE OF PROMOTION].

5.2 Your employment with [COMPANY NAME] is continuous and your original hire date of [ORIGINAL HIRE DATE] remains unchanged for purposes of seniority and benefit eligibility.

5.3 Your prior service with the company will be credited toward [SENIORITY, VACATION ACCRUAL, OR OTHER SERVICE-BASED BENEFITS].

6. PROBATIONARY OR REVIEW PERIOD

6.1 Your performance in the new position will be reviewed after [REVIEW PERIOD, E.G., 90 DAYS] from the effective date, in accordance with the company's performance review process.

6.2 [DESCRIBE ANY TRIAL PERIOD, PERFORMANCE EXPECTATIONS, OR CONDITIONS ASSOCIATED WITH THE PROMOTION, OR STATE "NOT APPLICABLE"].

7. AT-WILL EMPLOYMENT

7.1 Your employment with [COMPANY NAME] remains at-will, unless otherwise provided in a separate written agreement signed by an authorized company representative. Either you or the company may terminate the employment relationship at any time, with or without cause or notice.

7.2 Nothing in this letter constitutes a contract of employment for a fixed term or a guarantee of continued employment.

8. CONFIDENTIALITY, NON-SOLICITATION, AND COMPANY POLICIES

8.1 You remain bound by the terms of any confidentiality, non-solicitation, non-competition, or invention assignment agreement previously signed by you, including [AGREEMENT NAME AND DATE].

8.2 You agree to continue to comply with all company policies, including those relating to [CONFLICT OF INTEREST, CODE OF CONDUCT, DATA PRIVACY, AND OTHER RELEVANT POLICIES].

9. CONTINGENCIES

9.1 This offer of promotion is contingent upon [DESCRIBE ANY CONTINGENCIES, SUCH AS SATISFACTORY BACKGROUND CHECK, WORK AUTHORIZATION VERIFICATION, OR EXECUTION OF UPDATED AGREEMENTS].

10. ACCEPTANCE

10.1 To accept this promotion, please sign and return a copy of this letter to [NAME AND TITLE OF RECIPIENT] by [ACCEPTANCE DEADLINE DATE].

10.2 Your signature below confirms your acceptance of the terms of this promotion offer.

11. ENTIRE AGREEMENT AND AMENDMENTS

11.1 This letter, together with the documents referenced in it, sets out the terms of your promotion and supersedes any prior discussions or representations regarding the promotion.

11.2 Any amendment to this letter must be in writing and signed by both you and an authorized representative of [COMPANY NAME].

12. GOVERNING LAW

12.1 This letter will be governed by and construed in accordance with the laws of the State of [STATE], without regard to its conflict of laws principles.

Sincerely,

[COMPANY NAME]

[NAME OF AUTHORIZED SIGNATORY]
[TITLE OF AUTHORIZED SIGNATORY]

ACKNOWLEDGMENT AND ACCEPTANCE

I, [EMPLOYEE FULL NAME], have read and understand the terms of this promotion offer and accept the position of [NEW JOB TITLE] on the terms described above.

[EMPLOYEE SIGNATURE]

[EMPLOYEE PRINTED NAME]

[DATE SIGNED]

[WITNESS SIGNATURE, IF APPLICABLE]

[WITNESS PRINTED NAME]

[DATE SIGNED]
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