CONFIDENTIAL

Date :
Emp Code :

Name
Designation

Subject : Promotion

Dear

Congratulations!

I am pleased to inform you that you have been promoted as a “Designation™” effective
from Date. Consequent to this your compensation has been revised to Rs ... on a
Cost to Company basis whichisa ..... % increase compared to your previous CTC.

I would like to take this opportunity to thank you for your commitment and performance .
I do hope that you will continue to work with even greater zeal and enthusiasm.
Sincerely

For, XYZ Company,

Manager,
Sign



CONFIDENTIAL

Date :
Emp Code :

Name
Designation

Subject : Salary Increment

Dear

Congratulations!

I am pleased to inform you that you compensation has been revised to Rs on a
Cost to Company basis effective the 1% June 2008 which is a ....% increase compared to
your previous CTC.

I would like to take this opportunity to thank you for your commitment and performance.
I do hope that you will continue to work with even greater zeal and enthusiasm.

Sincerely

For XYZ,

Manager
Sign



