ABC Company
123 Any St
Absolute, ZR 00000


«Name»
«Address»
«City», «State» «ZIP»

Dear «Name»,
[bookmark: dmBookmark_2]Congratulations on your new position! We hope you will be very happy working with us here at Company Co. 
Your new position title is «Position» and your direct supervisor is «Supervisor». Please read the following job description carefully to be sure you understand your duties and responsibilities. 

Job Title: «Position»
[bookmark: dmBookmark_1]Hire Date: «HireDate»
Report For Duty: «DutyDate»


Sincerely,

Mary M Smith
HR Director



