
Promotion Announcement 

Dear [Employee's Name], 

It is with great pleasure that I announce your promotion to [New Position] effective [Date]. This 

decision is a reflection of your exceptional contributions and dedication to our team. 

Over the past [time period], your achievements have been remarkable. Notably: 

• [Achievement 1: Description of the project, goal achieved, or skill demonstrated] 

• [Achievement 2: Description of the project, goal achieved, or skill demonstrated] 

• [Achievement 3: Description of the project, goal achieved, or skill demonstrated] 

Your ability to [specific skill or trait] has had a tremendous impact on our success, and we are 

excited to see how you will continue to lead and inspire in your new role. 

Congratulations on this well-deserved recognition. We look forward to your continued success at 

[Company Name]. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


