[Mention the name of the sender]

[Mention the Address of the sender]

[Mention the contact information of the sender]

[Date]

[Mention the name of the recipient]

[Mention the address of the recipient]

[Mention the contact information of the recipient]

Subject- Letter to Welcome the Diversity and Inclusion Manager

Dear [Mention the name of the Recipient]

We would like to have the pleasure of welcoming you to the company. The [mention
the name of the company] welcomes you to the team as our new diversity and
inclusion manager.

We hope your contribution will greatly impact the company in a positive way. We, the
team members of the [mention the name of the company] are really very happy to
have you in the team.

We are well-acknowledged about your talents, skills, and abilities and are looking
forward to having you and your guide to the company so that the company could see
the colors of success very soon.

Through this letter, we would like to invite you to the dinner we have arranged for you
to make you understand your job role, responsibilities and all the rule and regulations
relating to the company that will help you in your work, later.

If you face any kind of problem regarding your duty, kindly contact the human
resource club for help. They would really help you as soon as possible.

Thank you so much for trusting us.

With regards,



[Hand-Written Signature]

[Date]

[Notary or witness if required].



