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Request Letter
John Smith
Houston Street
Texas, 10002
September 19, 2020
David Lucky
Managing Director
Wells Fargo
100th Street
California,95678
Dear Mr. David Lucky:
I recently secured a position in your company as a sales representative. I appreciate this opportunity to work with an international company that is popular for the best services in logistics. It's an opportunity I had waited for long, and now I am grateful I am joining you coming week.
I want to confirm something about your activities and how new employees will be reporting the coming week. First, I hope that training will be conducted two days earlier before I start my organization's official duties. However, I don't know the training requirements or what is expected of me in the mandatory sessions. I have decided to communicate so that I will not create inconvenience in my new place of work when the time comes.
I am optimistic about working with you, and I shall give my full efforts towards the company’s project. I have great hopes and well-built trust, especially by checking the confidential part of your company functions. I will bring a significant difference in my field and enhance the company to increase its profitability and productivity.
I am confident you will consider my request; thank you. 
 Sincerely,
John Smith
Sales Representative.
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