
Project Assignment Notification Letter

Subject: New Project Assignment

Dear [Employee Name],

You have been assigned to the [Project Name] project starting [start date]. Your responsibilities will

include [list responsibilities], and you will report to [Supervisor Name].

Please review the project brief and prepare any necessary resources. We trust in your capability to

contribute effectively to this project.

Best wishes,

[Your Name]

[Your Position]

[Company Name]

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


