
Informal appointment communication via email

Subject: Welcome Aboard as Company Secretary

Hi [Candidate Name],

We are excited to have you join [Company Name] as our new Company Secretary starting [Start

Date]. Your role will involve overseeing statutory compliance and advising the board on governance

matters.

Looking forward to working with you. Please let us know if you accept this appointment by replying

to this email.

Cheers,

[Name]

[Designation]

Get more templates here: 

https://www.lettersandtemplates.com/letters/appointment-letter-of-company-secretary


