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600 High Point Lane – East Peoria, Illinois – 61611 – (309) 694-9200

September  30, 2009
Employee Name
Address
City, State 
Zip
Dear Employee,

We are delighted that you have accepted our offer and will be joining the [organization name] team!  Enclosed in this packet are a few tools designed to make your transition easy and more comfortable.  You will find a listing of area restaurants/food sources nearby and a map with directions to the facility and directions where to park.

On your first day, [enter date], please dress business casual and park in front of the building.  You will be meeting with me for your orientation in the morning, and your manager will give you a tour of the building sometime throughout the day.  

Congratulations, and we will see you [date] at 8am!

Sincerely,

Name
Title
Enclosures

The mission of the Alliance Library System is to encourage and facilitate interlibrary communication, education and resource sharing within its diverse multitype library membership through state of the art technology and cooperative partnerships.


