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REPLY TO

ATTENTION OF
Office Symbol

SUBJECT: 


Staff Office
Mr. Joseph P. Selectee

1234 Permanent Address

City, State  1234-6789

Dear Mr. Selectee:


Aloha and welcome to the U.S. Army, Pacific (USARPAC).  


We look forward to having you as a new member of our headquarters staff.  We have a highly-educated and motivated work force, that supports a vital mission, in a pleasant environment, with excellent opportunities for growth. I believe that your position will challenge you in many ways and prove to be a professionally rewarding experience.


We have created a USARPAC homepage, which identifies our mission, vision, values, and history.  I invite you to take the opportunity to visit this site at http://www.usarpac.army.mil.  


Within a few days, you should hear from your sponsor who will provide you additional information about your position and assist with any concerns or needs you might have.  Please work closely with your sponsor, as he or she is prepared to make your transition a smooth one.


Again, welcome to our Team and Headquarters, USARPAC.

.





Sincerely,




Signed



Signature Block
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