EMPLOYER OF RECORD - BACK OFFICE SERVICES

bOSS OPERATIONS - FORMS

July 29, 2026

Contact Name
Address

Address2

City, State/Province
Zip/Postal Code

OBJECT: NOTICE OF PROMOTION

Dear [CONTACT NAME],

It is our great pleasure to inform you that you have been promoted to the challenging and
demanding position of [POSITION].

This promotion is in recognition of the fine work you have done for this firm. We are very confident
that you will meet the new responsibilities which accompany the position of [POSITION] with the
same level of

enthusiasm and enterprise which you have exhibited since you came to work with our firm.

Please accept our congratulations on your new promotion.

Sincerely,

Your name

Your title

(800) 123-4567
youremail@yourcompany.com



