Appointment Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Recipient], [Organization] confirms your appointment as [Role], effective [Date], subject to the reviewed terms in [Reference document].
The role covers [Scope]. Reporting or accountability: [Details]. Term: [Dates if applicable]. Required orientation or documentation: [Details].
Please confirm receipt through [Process] by [Date]. Questions should be directed to [Contact].
[Authorized signatory and title]




