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From:

HR Manager & Admin

………….. (Company Name)

To:

Mr. /Ms ……………………..

…………………. (Designation)

………….. (Company Name)

Dear Mr. /Ms …………………..

1. Please find enclosed Letter No……………………….. Dated …………………. from the Managing Director regarding your promotion to the designation of Sales Manager.

2. Please feel free to clarify any confusions/doubt, if any, from the under-signed.

Please acknowledge receipt of this letter by signing this.

Yours sincerely,

For ……………. (Company Name)

………………………. (Signature)

………………………. (Name)

HR Manager & Admin

Enclosure:

Lr No ………… dated………. from the MD.

Place: …………  Date ………….
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