
Offer for internal promotion pending approvals

Subject: Provisional Promotion Offer

Dear [Employee Name],

We are pleased to offer you a provisional promotion to the position of [New Position] effective

[Provisional Date]. This promotion is subject to final management approvals and completion of all

necessary formalities.

A formal confirmation and updated contract will follow once all prerequisites are met. Please

acknowledge your acceptance of this provisional promotion.

Best regards,

[Manager/HR Name]

[Company Name]

Get more templates here: https://www.lettersandtemplates.com/letters/provisional-offer-letter


