To:

Richard Hansen,

Project Manager,

Software Solutions Ltd.

24th January, ‘05.

Dear Richard,

I would like to introduce (Ms. Anne White) who will be joining your team from today.

Her educational qualifications and her experience are highly satisfactory.  She is a very hard-working and sincere person who would be a great asset to your team.

With Best Wishes,

Sincerely,

(Gordon Brown)

(General Manager)

