Date:
To
[The Recipient]
Re. Reminding a Promised Annual Reminder w.r.t. Lesley DenJey Project
Dear sir, 
I am Matilda Forks, the Assistant Research Associate in the Department of Research and Development. I have been working in this organization since 20XX and almost seven years have been elapsed. I have given all my dedication and honesty to this organization. I have worked from dawn to dusk for several projects, as when I had joined the company, it was on the venture of beginning projects and developing the research team for association with other companies and respective contracts.
Benefits and proposed bonuses are some of the tokens of motivation and liveliness for an employee. We are benefitted from the company in every aspect i.e., from health insurance to legal protection. Contextualizing with all this and writing on behalf of the team of Research and Development, I remind you of the promised annual benefit that was approved in May 20XX to be given to the Department of Research and Development on getting the Lesley DenJey project for technological additions and research assistance. Lesley DenJey has approved the project and taken up a ten-years contract based on the Legal Extensive Tenureship Policy of NVH.
The employees from the department of Research and Development were promised to be granted annual benefit on the approval of Lesley DenJey’s project till the contract expires. I believe, it is high time to grant the annual benefit as the company has its new session starting from September. I request you to advise the department of Accounting and Auditing to release our annual benefits along with our salary for the month of August. We shall be highly grateful for your kind fulfillment of promised annual benefit.
If there is any reconsideration or change in the plan, please inform me at [email] or call me at [call]. Thank you.
Regards,
Assistant Research Associate
Department of Research and Development
Tesla Group of Manufacturers and Equipment
B-126, Denver Heights, JK Avenue San Diego
CA, USA
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