
Promotion Notification Email

Subject: Congratulations on Your Promotion

Hi [Employee Name],

We are thrilled to inform you that you have been promoted to the position of [New Position] effective

[date]. Your hard work and dedication have made this achievement possible.

Please meet with HR to discuss your new responsibilities, benefits, and any training needed for a

smooth transition.

Congratulations once again!

Best,

[Your Name]

[Your Position]

Get more templates here: https://www.lettersandtemplates.com/letters/employee-notification-letter


