 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Introduction of the new colleague 

We would like to take this opportunity to introduce you to [ name ] , who has already joined our Company specializing in [ the job duties ].

She/ He will be involved in the project concerning [ the topic ] together with myself. So, he/she will also be a contact person regarding this work. We will get the project started by holding the first meeting at [ time ] on [ date ] at [ venue ].

Should you have any enquiries about the meeting, please do not hesitate to contact either [ he/she- the name ] or myself.

Yours truly,

[ your signature]

[ your  name ]

[ your title ]

