PROMOTION REQUEST FORM


Employee Information
Full Name: ________________________________________________________________
Employee ID: ______________________________________________________________
Current Position/Title: ___________________________________________________
Department: _______________________________________________________________
Supervisor/Manager: _______________________________________________________
Date of Hire: ______________________________________________________________

Promotion Details
Requested Position/Title: _________________________________________________
Proposed Department: _____________________________________________________
Requested Effective Date: _________________________________________________
Current Salary: ___________________________________________________________
Proposed Salary: __________________________________________________________

Justification for Promotion
Provide detailed reasons supporting the promotion request. Include examples of achievements, contributions, skills, and qualifications that justify the advancement:
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Employee Acknowledgement
I acknowledge that this promotion request form is accurate and truthful to the best of my knowledge. I understand that approval of this request is subject to company policies and applicable laws.


	Employee
	Supervisor/Manager

	

Signature: ___________________________________
	

Signature: ___________________________________

	Name: ________________________________________
Date: __________________
	Name: ________________________________________
Date: __________________



Human Resources Review
HR Representative: ________________________________________________________
Review Date: ______________________________________________________________
Comments:
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Approved: ____ Yes    ____ No
If No, reason for denial:
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Final Approval
Authorized By: _____________________________________________________________
Title: _____________________________________________________________________
Date: ______________________________________________________________________
Signature: ___________________________________


This Promotion Request Form complies with all applicable United States federal and state employment laws and company policies. Submission of this form does not guarantee approval or change in employment terms.


Original source of this document:
https://formtemplate-us.com/promotion-request-form/
Did you find this template helpful?
Find more updated templates at:
https://formtemplate-us.com
This template is intended exclusively for personal, non-commercial use.
If distributed or published, the source must be mentioned. © formtemplate-us.com




