
Congratulations on your New Position Letter 
 

[Your Name] [Your Position, if applicable] [Your Company, if applicable] [Your Address] [City, 
State, ZIP Code] [Email Address] [Phone Number] [Date] 

[Recipient's Name] [Recipient's New Position] [Company Name] [Company Address] [City, 
State, ZIP Code] 

Dear [Recipient's Name], 

I am thrilled to extend my heartfelt congratulations on your well-deserved promotion to 
[Recipient's New Position] at [Company Name]. This is a testament to your hard work, 
dedication, and exceptional skills, and I couldn't be more delighted for you. 

Your new position is a recognition of your talents and the value you bring to the team. I have 
always admired your commitment to excellence, and it's no surprise that you have reached this 
significant milestone in your career. 

As you step into this new role, I am confident that you will continue to excel and make a positive 
impact on the team and the entire organization. Your leadership, innovative thinking, and 
dedication have set you apart, and I am excited to see the continued success that lies ahead for 
you. 

Please accept my warmest congratulations on this well-earned achievement. I have no doubt 
that your skills and leadership qualities will contribute to the ongoing success of [Company 
Name]. 

Wishing you continued success, fulfillment, and joy in your new position. Congratulations once 
again! 

Warm regards, 

[Your Full Name] [Your Position, if applicable] [Your Company, if applicable] [Your Contact 
Information] 
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