직위 변동
Dear Mr. Hanson,

   I’m writing to inform you of the change of position.

   As you might know, the assistant to the general manager of the research and development department tendered his resignation last week. As a result, there is a great need for a successor. You have been chosen to take over as the new assistant by common consent. Congratulations.
   It gives me great pleasure to inform you of the good news. You are expected to report for duty in the research and development department at nine o’clock a.m. next Monday. The general manager will tell you your salary and routine duties in detail then. Please do not hesitate to contract me if you have any question.

Faithfully yours,

Francis McPherson
