Letter Introducing New Employee to Customer

Kind Attn: Mr. S Shankar


December 12’ 2007

Purchase Manager

Mangaldas & Company

23 Bhagirath Place

New Delhi – 110 023

Sub:   Mr. Jamnalal Kuberia – Sales & Service Engineer 

Dear Mr. Shaknkar, 

It gives me pleasure to introduce Mr. Jamnalal Kuberia, bearer of this letter, as our new Sales Engineer for your area.

Mr. Kuberia has vast experience of serving electronics industry for over 10 years and is well conversant with our trade activities.

Mr. Kuberia  replaces Mr. Charles Dickens who is no longer in our employment.

I am confident that Mr. Kuberia will be able to serve you with same enthusiasm and passion as his predecessor.

Thanking you,

Yours faithfully,

For Xanadu Electronics Pvt Ltd 

(B Mohanlal)

Customer Service Manager

