Personnel Introduction Letter

Date: [Insert Date]
To: [Management's Name]
From: [Your Name]

Subject: Introduction of New Personnel

Dear [Management's Name],

| am pleased to introduce [New Employee's Name], who has recently joined our team as [Job
Title]. [He/She/They] will be responsible for [briefly describe role and responsibilities].

[New Employee's Name] comes to us with [mention relevant experience or qualifications].
[He/She/They] will be a valuable asset to our team, and |1 am confident that [his/her/their]
expertise will contribute positively to our ongoing projects.

Please join me in welcoming [New Employee's Name] to our organization. [He/She/They] will
be working closely with [mention relevant teams or individuals]. If you have any questions or
would like to reach out to [him/her/them], feel free to do so at [New Employee's Email] or
[Phone Number].

Thank you for your attention.

Best regards,
[Your Name]
[Your Job Title]
[Your Company]



