To
[The Recipient]
[Designation]
I [Title] [name] from [department name] am writing to you to congratulate you on your performance in the Basic Training course. This is the first course which every new employee has to take. The skills you have learned in this course, if properly applied would help you throughout your career.
You have stood first in a group of [number] new recruits. Your performance both in the written and demonstrative tests is commendable. All your instructors have very good things to say about you. You have also been presented as a team player which is something we really value in this organization. Based on your score in this training, we have decided to assign you to our [name] department, this assignment is both a reward and a responsibility. We are sure that you would continue to impress us with your hard work and dedication and prove yourself to be worthy of the trust put in you.
With regards,
Yours sincerely,
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