Date
To

Dear XXXX,
We are pleased with your skills and overall demonstrated performance as <Previous Designation> on various Projects with <Company Name>.
We would like to express our appreciation and commendation for all the passion and commitment you have been exhibiting in your existing role. In recognition of your contribution and passion towards work, it is our pleasure to inform you that you have been promoted as <Current Designation> and your revised CTC is <Amount>, and this comes effective from the current month. Your revised CTC structure is enclosed herewith as 'Annexure A'.”
I hope this promotion will encourage and motivate you to continue putting in your best and perform well on all projects you involve.
Congratulations and keep the good work going.
The Detailed breakup is available in the Annexure I attached along with this letter.
With Best Wishes

