Informal email offering promotion in a friendly tone

Subject: Youd€™re Moving Up!

Hey [Employeed€™s First Name],

Great news! Youa€™re officially promoted to [New Position]. We&a€™ve been super impressed with
your work, and ita€™s time to recognize your efforts with this new role.

Starting [Date], youa€™II take on your new responsibilities. Of course, that comes with a bump in
pay tood€"your new salary will be [amount]. Wea€™re excited to see how you shape this role and
bring your own style to it.

Congrats again, you totally deserve this!

Cheers,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/promotion-offer-letter




