Internal Email Notification of Appointment

Hello Everyone,

We are excited to share that [Name] has been appointed as [Position] effective [Date]. Their
dedication and expertise have been outstanding, and we are confident they will excel in this role.
Feel free to reach out and congratulate [Name] personally. Leta€™s make their transition smooth
and welcoming.

Best regards,

[Sender Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/appointment-announcement-letter




