
Executive Introduction 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Introduction of New Executive 

Dear [Recipient's Name], 

I am pleased to announce the appointment of [New Executive's Name] as [New Executive's 

Position] at [Company Name], effective [Start Date]. [New Executive's Name] brings 

[his/her/their] extensive experience in [relevant field/industry] to our team. 

[New Executive's Name] has successfully [mention notable achievements or responsibilities] in 

[previous companies or roles]. We are confident that [he/she/they] will contribute significantly to 

our goals and vision. 

Please join me in welcoming [New Executive's Name] to the [Company Name] family. We look 

forward to [his/her/their] leadership and collaboration. 

Best regards, 

[Your Name]  

[Your Title]  

[Company Name]  

[Contact Information] 


