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Mr. /Ms ………………….

…………………………...
(Address)
Dear Mr. /Ms …………,
Sub: Employment offer – ‘Commercial Manager’

Ref: Your job application dated ……
We are pleased to inform you that we have appointed you for the post of ‘Commercial Manager’ for our new branch. 

1. Please find the enclosed Appointment Letter No. (… …) dated (…..) offering you the post of ‘Commercial Manager’ as per the terms and conditions mentioned in this employment offer.

2. You are required to report not later than ……….. (date).

3. If you are interested to join us accepting the terms and conditions, please sign in the form enclosed with this letter and return it to us within 7 days, failing to do so means that you do not want to join this company and this offer will be cancelled thereafter.

Regards,
Norman Thomas
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