|Daie of lemer-manth, doy, end year]
|Becipient's first and |ast names)|
|Compeny name|

|Serzes or PO, box addness|

|City, Stnte ZIF code]

Dezar [recipient's name|:

We are writing to lei vou know that yoo have besn s=iecied 1o be promosed
from markeiing account executive wo marketing accounts manager, effective
immedintely. During the past two years with oor company, yoo have
consistently demonstrated your work ethic. creative ideas, and your superh
gualificativzs. We onow you will excel = your new positioa.

We will 2lso be making a formal anmouncemant io the entire staff zhoot yoar
pramotion this week, o be oo the lookout for that. Congratelations on thas
promotion, asd we look forward 1o your contribotions as our new marketing
accounts manager. Thank you for being such 2 valuable asset tn our company
and for your Layal service.

Sencerely,

|Signature]

|Senders first and last names



