[Company Logo]   [Company Name]
PROMOTION ANNOUNCEMENT
Subject: Congratulations to [Employee Name] on Promotion as [New Designation]
	From:
	[HR Name] / [Department Head]

	To:
	[Distribution List]

	Date:
	[Date]

	Ref. No.:
	[Reference Number]



Dear Team,
We are pleased to announce that [Employee Name], currently [Current Designation] in the [Department] team, has been promoted to [New Designation] with effect from [Effective Date].
[Employee Name] joined [Company Name] on [Date of Joining] and has consistently delivered strong results. Some notable contributions include [Achievement 1], [Achievement 2] and [Achievement 3]. This promotion recognises that commitment and the trust the leadership team places in [his/her/their] ability to take on larger responsibilities.
New Responsibilities
1. [Responsibility 1, e.g. leading the regional sales team]
1. [Responsibility 2, e.g. owning quarterly targets for the territory]
1. [Responsibility 3, e.g. mentoring new joiners]
Reporting Changes
From [Effective Date], [Employee Name] will report to [Reporting Manager]. Members of the [Team Name] team will report to [Employee Name] for day-to-day matters. Please reach out to [HR Name] if you have any questions about these changes.
Please join us in congratulating [Employee Name] and extending your full support in this new role.
Warm regards,

	______________________________
[Authorised Signatory]
[Designation]
[Company Name]
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