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Internal Request to Preferred Individual for Application –
To:

[Person name, designation, Company name]

From:

[Your name & designation, Company name]

Date:

[….]

Subject:
[Position name] opening

As you must know about the open [Position name] position in our company, I would like to encourage you to apply for this position. I am very impressed with your working manner. I like the way you [State here the skills/abilities of the employee]. With years of experience and your great professional characteristics, I am very much sure that you completely fulfill the requisites of this post.

Position Benefits – 

[List here the benefits], e.g. - 
Stock options, Expense account, Health & Dental insurance, Pension plan etc-etc.

Position Responsibilities – 

[List here the responsibilities of the position], e.g. – 

Managing marketing department, implementing new marketing strategies and creating sales budgets etc-etc.
[Person’s name], the Company is willing to offer you a negotiable remuneration of $[amount].  Although, we are considering other candidates as well for this position, I ask you to contact me at [no. here], so that we can discuss your candidature for this open position.
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