To
[The Recipient]
It will be very pleasing news for you that Mr. Steward is joining our company on 5th April. He is posted as managing director in the technology department. If anyone finds a different face on the said date, notify him that you are all immensely happy upon his joining here.
In the start MR. Steward will work with the contraption team. If anyone amongst you is in this team then please greet him by considering it your duty. In his honor, the company has organized a dinner where you are invited. Some senior employees of the company along with Miss Jenny will accompany him to lunch where they will have small talk on business matters. The lunch date will probably be on 10th April. 
He has remained part of two powerhouse companies for about fifteen years, so he is a very experienced and talented guy. He can bring sound knowledge about the documentation of the product. Anyone amongst you who is familiar with ABC software might surely have gone through many of his books.
He has gotten his education from Brooklyn University with major subjects’ mass communication and financial technology. Many new employees from our company also hold the same degree so will see a lot equivalently. He uses to write fiction in his free time and enlists with other institutions that care for old people. Moreover, he is also looking forward to enlisting in his new clique where he will take exhortations about good places and everything.
Last but not the least, on 10th April a reception will be scheduled in the main hall on the 2nd floor. Along with Steward, there will be four other new employees that will start their new journey here. It will be a matter of pleasure for me if you join me in the main hall to welcome Steward. Thank you.
Regards,
Edward John
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