Users should copy the template document provided into a new document and then amend the template to meet the circumstances. Care is required in preparing the final document as a range of factors may impact on the content of the final document.  Accordingly, Employment Services & Solutions Australia Pty Ltd recommend that you obtain professional advice before using the document provided.




<insert date here>

<insert employee’s name here>
<insert employees address here>
<insert employee’s address here>




Dear <insert employee’s name here>,

CONFIRMATION OF PROMOTION

It gives me great pleasure to inform you that your application for the position of <insert position title here> has been successful.  

Your new contract of employment is attached and the position offered to you is conditionally on you signing the Contract.  You will commence in your new role on <insert date here>.

Please review the attached contract and come and speak to me if you have any queries. I have every confidence in your ability to handle this additional responsibility.


Yours faithfully,
[bookmark: _GoBack]



<insert name here>
<insert position title here>
<insert company name here>







This document is provided on the basis that it is a sample of a document that may be adapted and used in circumstances relevant to the subject matter of the document.  Employment Services & Solutions Australia Pty Ltd has taken due care in ensuring the accuracy of the general information and sample document, however, it is provided without any express or implied warranty as to its accuracy, completeness or currency.  The document is not and should not be considered as professional advice.  Employment Services & Solutions Australia is not responsible for any outcomes whatsoever that occur as a result of the use of the documents provided and recommends that users seek additional professional advice before using the document provided.
