Copyright of FoundLetters.com

Dear

First of all heartiest congratulations to you on your recent achievement. It was with great pleasure that I read of your promotion to the position of (position) with (name of company)

I am sure your company has made a very wise decision and that you will excel in your new role as (position) like you did in your previous job profile.
Please accept my congratulation on your promotion and my very best wishes for your continuing success in future also. Please do not hesitate to contact me for any sort of help. 
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