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Full Name
Name of Your Organization
Address
Date

Wame of Addressee
Address

Salutation Greetings
Dear Ms_ Mr (addressee),

The introductory paragraph of the letter should welcome the addressee into the
organization and should congratulate him or her onbeing appointed at the position that
he or she has been hired for.

The second paragraph of the letter should alwavs mention all the necessarv details like
the date of joining for the addressee_Alsoitis important to mention, what the addressee
will be expected to do on his or her first dav at work. Itis essential that vou mention all
the documents and paperwork that the addressee will be expectedto fill on the first dav
and also provide a list of all the documents that the addresseeneeds to bring with him or

her.

If vou are including a third paragraph in the letter, then ensure that vou mention the
address at which the addressee will need to report to and the time thathe or she is
expected to come to work at. Also mention vour own contact details, so thatin case of
anv confusion, the addressee can contact vou

Valediction Goodbve
Yours sincerely,
(Your name)




