Date :………….
To,

Mr./Ms
Dear ………….,
Subject : Promotion-cum-Increment Letter

With reference to aforesaid subject, we are pleased to inform you that management has recognized your dedication and sincerity towards your job role. Therefore they have decided to promote you as an ‘……………………..’. Your salary and other benefits also have been revised w.e.f. ………….as under :
Gross Salary 
:
Rs. ………… PM

DA 
:
Rs. …………….. Per Day

Mobile Allowances 
:
Rs. ……………. PM

The management is expecting same enthusiasm, dedication and sincerity from your end as you have demonstrated in past.
Congratulation & All The Best for your future career in New Role with …………………. Family.
Manager-HR
