


Dear Mr. [name]
I [title] [name] from [department name] am writing to inform you about the result of the promotion board [year] held on [date]. You have been promoted to [designation] effective [date]. We would like to congratulate you on behalf of all the members of the board on this well-earned promotion.
Your performance over the last [number] years as [designation] was analyzed and it was decided that you have fulfilled your duties very efficiently and competently. The way you have led your team during the very difficult period of COVID and undertaken some truly challenging projects such as [name of project] while maintaining all the SOPs, is truly inspiring. 
You not only completed these projects in time, but the quality of work is a credit to you and your team. We acknowledge that the secret behind your team’s synergy is your exceptional leadership. Your professionalism and mentorship are an asset to our office.
You are requested to relieve Mr. [name] latest by [date]. You would be succeeded by Ms. [name]. Please complete the handover before the given date and submit the Employee Performance Reports of your team for the period [date] to [date] before that.
In the end, we would like to congratulate you once again and wish you all the best in your new post. Looking forward to the same outstanding performance. Keep it up!
Yours sincerely,
[Your Name]
[Designation
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