  Inter Company Correspondence
                                                      Date                      Telephone                                          

                                                                                                                                                                             

To – Name & Department                                                                                                                                                                                 Company Code 
     

From – Name & Department                                                                                                                                                                             Company Code 

  
Subject:  Presentation of seminar; ..……………………………………………………………….
    You are cordially invited to participate in this seminar, which is presented by the Center for Research and Development for Management of Human Resources. This will be an informal and friendly gathering. Mr. ………… and Mr. ………………. will present this seminar to you on …day.. , yy/mm/dd  in the …hall….. , located at …building…,  from ..start time.., to ..finish time…  
      In the face of ever-increasing career responsibilities, this company believes that it is its duty to assist employees to cope with new challenges at work and at home. We strongly believe that on-the-job training is an important step in fulfilling our responsibilities towards our employees' development. This seminar is an integral part of continual professional training programs we have planned to make available to our employees on the regular basis.

     I urge you to make the necessary arrangements so that you can participate and contribute in the best way you can. We are confident that you will enjoy this seminar and will be motivated to apply its principles. 

     During the seminar you will have ample opportunities to ask job-related questions. At the end of the seminar one full hour is allotted for your personal questions.  You will be asked to complete an evaluation form after which you will be presented with a diploma for the seminar.

     Lunch is provided by the company and will be served at..time.. 

                                                                                                      Yours truly,  

                                                                                                         Signatory     
Attachments: Company intro.

                               Presenter(s) intro.







