€23 1 (Subject: Personnel change)
Dear Mr. Martin,

This is Takashi Ito from the marketing division of ABC Company. | just took over
from Ms. Sato. | am glad to be able to work with you.

If you have any inquiries about marketing issues, please feel free to contact me.
Thank you.
Best regards,
Takashi Ito
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* Please do not hesitate to contact me.
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* | will be transferred to Tokyo headquarters on April 1st.
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* | took over Ms. Sato’s position as sales manager.
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* | will be working on quality assurance in the new department.
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