To
[The Recipient Name]
[Designation]
I am very pleased to announce that our Accounts Assistant, Mr. Henry Ford, has been promoted to Accounts Manager. Mr. Henry has been working with us for the past five years and has shown excellent dedication and work performance throughout this period.
Mr. Henry has been managing the accounts of our company well and has introduced a seamless and error-free method of accounting to the company. Thanks to him, we have been able to process the client payments and employee payroll with little to no difficulty. Keeping in mind his services and sincerity to the company, he has been promoted to the Accounts Manager position where he shall be overlooking the accounting operations of the entire division and mentoring junior employees.
In addition to this, he will be transferred to the head office in the Central state as his services are required there. We understand that all our employees have a strong bond with each other, and we will all miss Mr. Henry dearly. However, we must acknowledge that this transfer process is in the interests of the company and therefore we shall move forward with it.
Now, Mr. Sam Smith will be taking over in place of Mr. Henry until we hire a new Accounts assistant. Please join us in congratulating Mr. Henry Ford for this success. We wish him all the best for this new chapter he is about to begin in his life and hope to see him achieve even more at his new office.
Regards,
Office management.
Signature
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