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Date: 

Employee Name:	

Reports to: 

Re: 

_____________________________________________________________________________________

[bookmark: _GoBack]Please give detailed justification for the promotion. Provide summary of new duties employee has taken on that increased the level of the employee’s responsibility (i.e., greater scope, complexity, impact, etc.). These duties can be brand new or an extension of their past duties, but simply indicating the employee is now performing the full range of duties identified in the original job description is not appropriate.
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