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July 21, 2011
Dear (Employee’s Name):
We are excited to have you join the (Department’s Name) team and look forward to working together in a mutually rewarding fashion.  

Our main priority in the (Department’s Name) is to provide quality customer service to our constituencies; and we encourage all staff members to dedicate themselves to assisting our employees, whatever their needs.  
The information provided herein is meant to further acquaint you with the workings of our department.  The entire staff is available to meet with you and help you to get acclimated.  Please call upon us at any time, should you have questions or concerns.

Once again, welcome to the (Department’s Name).  We all look forward to working with you!  

Best Regards,

Hiring Manager Name 
Hiring Manager Title
