Date

Mr. Name 

Add

Dear …. 

This is with reference to the discussion that we had in respect of ‘Learning and Training Placement’ sought by you with the Company.

In this connection, we are pleased to inform you that we have organized  a ‘Learning and Training Placement’ for you for a period of six months commencing from DOJ.
For this placement, you will be paid a stipend of Rs. ……/- (Rupees ….. only) per month.

You will be working under the guidance of  Name -Designation.

During this placement, you will be governed by the rules of the company as are applicable to Trainees.

Yours faithfully,

For Company Name
Signatory Authority

Designation
