	Insert your Company Name and Address
	
	Insert your
COMPANY LOGO here



Dear {Recipient},
I just wanted to take a moment to congratulate you on your recent promotion to {position}. Your hard work and dedication to this company have not gone unrecognized, and I hope you see this promotion as evidence as that.
There are even bigger and brighter things in your future here at {name of company}, and I look forward to seeing all you can accomplish.

Once again, congratulations. You earned it.

Sincerely,

{Sender}

