From:

Managing Director
…………………. (Name of Company)

Letter No. ….. MD/Promotion/Mktg/1/2010

To:

Mr. /Ms ……………. (Full Name)

……………………   (Designation)

Dear Mr. /Ms ……………….

1. Review of good performance of employee………………..

2. Promulgation of Promotion in specific grade and date of implementation promotion.

3. Details of upgraded scale of pay & perks in new position.

4. Exhortation for continued good performance.

Well done and keep it up!

With regards.

Yours sincerely,

………………..

Distribution

To individual

Personal file

Accounts Section

Place: …………Dated …………..

