To,

Henry Peterson

102, Bell Tower

Dallas, TX 30247

London

13th March 2011

Dear Mr. Peterson

Subject: Welcoming you to our company

I, Robert Fredrick, on behalf of our company ‘Intelco Solutions’ welcomes you as the Senior Marketing Manager. We are extremely proud and happy with the decision of hiring an employee as competent and experienced as you. 
The enclosed information is designed to serve as an introduction to your department and provide resources that will help you make a smooth transition into your new role. Our company is comprised of not only the IT solutions we offer but also of employees who work hard towards the success. We believe that each new employee must be accepted and efforts must be made to make him comfortable so that he can give his best performance. 
Best of luck!

Yours faithfully

Robert Fredrick

Intelco Solutions

