Delegate new responsibilities with assurance of assistance [Replace with letterhead]
Dear _________________: [name of addressee]
  

As of _________________, [commencement date] you will have responsibility for the following new areas: 

  

_________________. 

  

I will be available to assist you with integrating these additional responsibilities, and I would be glad to meet with you during the course of this week to talk about the details involved in managing these new areas. 

  

Sincerely, 

  

  

  

_________________ [title and name]
_________________ [signature]
