June 10, 2010
The Staff
LV Company
London
Dear staff,
I am glad to introduce to you a new sales representative who will be part of our sales team.  Ms. Susan Watson has been recently hired by the company.  She will be starting work next Monday after receiving a briefing regarding her work from Mr. Edward Greene who she is replacing.
Ms. Watson is a marketing graduate of an outstanding college.  She has worked in the field of sales and marketing for more than ten years in which she has received citations as an excellent employee.  She is highly qualified for the position and we believe that she will contribute to our company’s continued success.
We hope to welcome Ms. Watson in the team and get the staff acquainted with her before her first day of work starts.  Please attend the short lunch meeting we have prepared on Monday.
Sincerely,
William Jenkins
Team Leader


