

Subject: professional promotion letter
Dear Miss Sienna
I feel extremely happy and proud to inform you that you have been chosen as one of the employees of this company who would be promoted in the next month’s appraisal period. Many congratulations to you and I hope that you are thrilled to hear this news. You are to be promoted to the position of a senior accountant for this firm.
Your unparalled dedicated, exceptional accountancy and finance skills as well as top level hardwork have worked in your favor and this is the reason why you have been promoted to the senior position within 12 months of your service in this company. We are confident that you will be able to handle the responsibilities associated with this job well and will prove that our decision is justified.
To complete the formalities of promotion, kindly visit the HR department in this week as your effective promotion date is 1st June 20XX. We wish you good luck for your tenure at senior accountant position.
Thanking you
Many congratulations again,
Pablo Johnson
HR manager














