July 19, 2006
Ms. Andrea Smith
1341 Jefferson St.
Green Bay, WI  54302

Dear Andrea:

We are pleased you have accepted the position of Human Resources Training Manager at MediaLoft.  Your responsibilities in the Human Resources Department will include developing and implementing a corporate-wide training program. 
Your experience with Microsoft Office was a major factor in our decision to hire you. We have enclosed several documents designed to help you become familiar with your job and with MediaLoft:

job description

health insurance kit

About MediaLoft booklet

HR Systems manual
Your salary will be $47,500 per year.  Please call my office at (415) 555-2226 to arrange your start date.  We look forward to working with you soon.

Sincerely,

Karen Rosen

Director of Human Resources

