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Sample Letter from the Organization

Date
To, 

The Director

Indo-German Training Centre

Mumbai


Sub: Application for Executive Business Management Programme (Batch 2017 – 2018)

Dear Madam, 

This is to state that Mr./Ms. __________________________ is an employee of our organization.  He/She has been working with us in the ________________department for the past _______ years.  

We understand from Mr./Ms. _____________________ that he/she is interested in your One Year Executive Business Management Programme conducted on alternate weekends during the year 2017 – 2018.  Having known him/her as an employee in the organization, we are happy to support/sponsor his/her candidature to the programme.  

Thanking you, 

Sincerely, 



Name 

Designation

Company Name 
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