From:

Mr. /Ms ……………. (Full Name)

……………………   (Designation)

Letter No. ….. MD/Promotion/Mktg/2/2010

To:

Managing Director
…………………. (Name of Company)

Dear Sir,

Ref: Your Letter No. ….. MD/Promotion/Mktg/1/2010 dated ………..

I would like to express my deep sense of gratitude to you for announcing my promotion to the position of Senior Marketing Manager. I am very happy that my sincerity and dedication have been recognized and rewarded by the Management.

I do realize that Promotion per se is not an employee’s birthright and is only a privilege. I assure you that I will strive to achieve higher levels of performance and customer service for the growth of the Company.

Thanking you and assuring my best services.

Yours sincerely,

……………….

(Designation)

Place …………… Dated ……………

