January 23, 2000

Ms. Alice Anderson

456 Goodview Lane

Palo Alto, CA 90272

Dear Alice:

We are are pleased you have accepted a professional internship at MediaLoft. As an intern in the department, your responsibilities will include assisting the training manager and myself on a variety of projects. Your experence with Microsoft Office was an 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

Please call my office at (415) 555-2226 to arrange your start date. Your salary will be $9.25 per hour. 

We look forward to working with you soon.

Sincerely,

your name here
Director of Human Resources

