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January 22, 2012
Mr. James Lay,

143, Red Hill Fort Road, 
New Jersey, USA

Dear Mr. Lay,

This is to update you that you have been chosen for the post of Senior Sales Advisor at our firm Tesco enterprises. Before you join we would like to have another meeting with you on the 30th of January 2012 wherein we shall require you to submit essential documents and sign the confirmation sheet.

As informed earlier your starting remuneration will be $55,000 per month and this is bound to increase with time and besides you shall have additional bonus for overtime and the training that you might be offering the junior executives. The timings will be from 10 in the morning to 5 in the evening and during some weeks you might have to commit yourself to overtime on holidays and weekends. You will be allowed thirty days of leave every year besides the national holidays. 
Please feel free to contact me for any further doubts or clarifications. Looking forward to seeing you.

Thank you.

Sincerely,
Mr. Bruce Watson

Tesco enterprises
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