ANNOUNCEMENT LETTER SAMPLE

From,

Aditya Singh,

XYZ Company,

AB Place.

13th April, 2018

To,

Aman Kapoor,

PR State

Subject: Job Promotion Letter

Dear Aman,

It gives our board immense pleasure and satisfaction to announce that Mr. Aman Kapoor has been promoted to [give designation]. This decision shall take effect from [date]. Thereby, you are told to be contacted [the previous superior]. The superior shall hand over the required documents and keys to you. The superior shall be resigning from their post for [state reason]. For any other queries, contact [Name of informant and contact details.] We wish you all the best for your upcoming post.

Thanking you,

Yours sincerely,

[Name]

[Signature]

[Designation in the company]
