XYZ Ltd.

Inter office memo


Date: 12.04.08
From: Dy. Manager (HR) 





To: Director
Kind Attn: Mr. ____________
Sub: Reimbursement of Joining Expenses. 

Respected Sir,


Kindly arrange to prepare cheque Amount of Rs. 10,000 (Ten Thousand Only) in favour of Mr. Bharat Bhushan ( Dy. Manager – Billing / Dispatch) twds Traveling Expenses and shifting  of his house hold goods from Yamuna Nagar to XYZ Ltd,Delhi).


Details of bills are enclosed for your ready reference.

Kindly accord your approval to release the payment.

Regards,

           Recommended 

            Approved By
Mohan

            GM – HR 


               (Director)

NOTE FOR APPROVAL                                    24.02.11
Ms. ABC joined the organization on 17th May 2010 as Management Trainee in Marketing (Export) department. During the six months training period her performance has been very good. 

The overall rating of the interview panel is mentioned below for your kind perusal.

	Panel
	Average Rating                (on scale of 5)

	Dr. M.K Mandal
	4.1

	Avilesh Mishra
	4

	Anil Mahajan
	3.5

	Ramesh Gour
	4

	Ashok Kumar
	4.2


It is proposed that Ms. Ahuja be confirmed in E IV grade w.e.f 1st December 2010.

Current Salary:

Rs.17500/-
Revised Salary: 

Rs.20000/- 

Put up for approval.                                                                                      Approved By

HR Department                                                                                                 Director
