
Quick and Simple Employee Replacement Announcement

Hi All,

[Outgoing Employee Name] will be leaving [Job Title] on [Last Working Date]. [Incoming Employee

Name] will take over the role starting [Start Date].

Please join me in wishing [Outgoing Employee Name] the best and welcoming [Incoming Employee

Name].

Thanks,

[Manager Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/announcement-replacement-employee


