Employee Transition Validation Letter
Date: [Insert Date]
To: [Employee's Name]
From: [Your Name]
Subject: Transition to [New Role Title]
Dear [Employee's Name],
We are pleased to confirm your transition to the role of [New Role Title] effective [Start Date].
This new position reflects your skills and contributions, and we are excited to see the impact you
will have in this role.
Your responsibilities will include:
e [Responsibility 1]
o [Responsibility 2]
o [Responsibility 3]

We believe that your experience in [Previous Role Title] will greatly benefit your new team and
the company as a whole.

If you have any questions regarding this transition, please do not hesitate to reach out.
Congratulations on your new role!

Sincerely,

[Your Name]

[Your Title]
[Company Name]



