
{Date}

{Recipient's Name}
{Company Name}
{Company Address}
{City, State, Zip Code}

Re: Congratulations on New Job

Dear {Last Name} or {Mr./Mrs./Ms. Last Name},
I was thrilled to hear about your new job as {job title} at {company name}. I know you have been eyeing that position for {duration} and I am writing to congratulate you. As your {mention how you know the recipient}, I have full confidence that you will do amazing.
{Job title} is a good match for your experience and skills. But if you need any help during your transition period, feel free to reach out to me at {contact information}.
Congratulations once again and all the best.

Sincerely, 
{Your Name}
{Company Name}

