Announce Promotion with Expanded Responsibility [Replace with company letterhead]
Dear employees;
  

We are happy to announce that _________________ [name of promoted employee] has been promoted to _________________ [new position]. 

  

_________________ [name of employee] has worked in the _________________ [department name] Department for many years, most recently as _________________ [previous job title]. 

  

In _____ [his/her] new position, _________________ [name of promoted employee] will take on responsibility for _________________ [new responsibility]. 

  

Please join us in congratulating _________________ [name] on this well-earned promotion. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
