Organizational Personnel Updates

Date: [Insert Date]
Dear [Team/Department Name],
We would like to inform you of some recent personnel updates within our organization:

e [Employee Name] has been promoted to [New Position] in the [Department Name]
effective [Start Date].

e [Employee Name] has joined us as [New Position] in the [Department Name] starting on
[Start Date].

o [Employee Name] will be leaving their position as [Old Position] effective [Last
Working Day]. We thank them for their contributions.

These changes are part of our ongoing efforts to enhance our team's capabilities and support our
organizational goals.

Please join us in congratulating those who are transitioning into new roles and welcoming our
new team members!

Best regards,
[Your Name]

[Your Position]
[Your Organization]



