
Congratulations on Your Promotion! 

Dear [Employee's Name], 

We are thrilled to formally recognize your promotion to [New Position] effective [Effective 

Date]. Your hard work, dedication, and commitment to excellence have not gone unnoticed. 

We believe that you will excel in your new role and continue to make valuable contributions to 

our team. Your leadership qualities and innovative ideas are assets that will undoubtedly benefit 

our organization. 

Thank you for your outstanding performance and commitment to our mission. We look forward 

to seeing all that you will achieve in your new position. 

Best regards, 

[Your Name]  

[Your Title]  

[Company Name] 


