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[bookmark: _GoBack]Hello Cecilia,
I hope the week has been good for you! I’m writing to introduce you to our new project manager, Patricia Jefferson. Patricia comes to us with several years of project management experience, specifically in managing large, long-term construction projects for multifamily residences. Her background will be extremely helpful for our team as we launch our plans for next year.
While you will not be working with Patricia on a daily basis, she will be able to provide you with regular timeline updates as you present our progress in the quarterly company meetings. You can find her email at the top of this note, feel free to reach out directly as needed.
We’re excited about having Patricia on board, and I look forward to your new working relationship. Please let me know if you need any additional information moving forward.
Thanks for your time,
Gertrude Petty

