
Formal Appointment Letter for New Employee

Subject: Official Appointment as [Position]

Dear [Recipient Name],

We are delighted to formally appoint you as [Position] in the [Department] at [Company Name],

starting [Start Date]. Your responsibilities include [Brief List of Responsibilities].  

Please review the attached documents outlining terms and conditions of employment and provide

your acknowledgment.

Best regards,  

[Your Name]  

[Your Designation]  

[Company Name]

Get more templates here: https://www.lettersandtemplates.com/letters/model-appointment-letter


