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Announcement of Promotion – 
To:

[Recipient Name & Designation]

From:

[Your Name]

Date:

[ date ]

Subject:
[Name & Promotion]
It is a great pleasure to announce that [Promoted person’s name] will be now our new [State here new Position].

[Describe here person’s professional history in brief]. For instance, [Name] is working here for the past [duration]. He/she has contributed so much to this company. He/she is always co-operative to the colleagues. He/she has great leadership qualities, etc-etc.

Congratulations, [Person’s name].
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