WELCOME TO _____<company name> 

Dear All, 

We are pleased to inform you that Mr./Ms. ________________ (Full Name) has joined us as ___________(Designation) in __________Deptt. at <Company Name> 

On behalf of <Company Name>, we heartily extend a very warm welcome to Mr./Ms. _____________ (First Name) as part of the <Company name> family. 

Mr./Ms. __________(First Name) belongs to _____________(native place) and his family includes Mr.________________ (Father), Ms. ____________(Mother), Mr./Ms. _____________ (Husband/wife), Master _________ (Son) & Baby ______________ (Daughter). 

Mr./Ms. __________(First Name) has joined us on __________. Mr./Ms. __________(First Name) has completed his _________ (Course Name) from _____________ (Name of Institute) in _____ (Year of passing). Mr./Ms. __________(First Name) has served earlier in various organizations of repute i.e. ____________________ (Name of the Companies) and has approx _________ years of rich experience in _________________ (functions served earlier). 

He/She likes ________________________ (hobbies). 

We would again like to extend a warm welcome to Mr./Ms. _____________ along with his/her family to be a part of the <company name> family. 

Looking forward for a prolific association with Mr./Ms. __________(First Name). 



With best wishes 



(HR MANAGER) 

CC: * Mr./Ms.________________(Name) 
* Notice Boards 
* Personal File
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FORMAT OF PROMOTION LETTER 



_____/HRD/___ Date_____________ 


Mr/ Ms. ____________ 
___________________ 
___________________ 
___________________ 


Dear Mr./ Ms. _____________, 

Consequent to the review of your performance during the last year, we are pleased to promote you as ___________________________________. 

We are sure you will make best use of the opportunity offered to you and contribute substantially to the success of our organisation as you have done in the past and fully justify the confidence placed in you by the management. 

A separate communication on the details of your salary revision is being sent to you. 

Wishing you all the best. 


For Company name 


Name: ___________ 
Designation: ______________ Name Of Employee 


Regards, 

Ranjan
