Sample Business Inquiry Letter

To
Ms. Erika Hudson
Human Resources Department- Manager
Gary & Bill Securities Pvt. Ltd
New Jersey, United States of America.
2nd June 2015
Subject: Inquiry about selection of interns for the marketing department.
Dear Ms. Erika Hudson
This letter is being written to you by the heads of the marketing department expressing their queries and concerns over the matter of hiring interns for the marketing department.
The marketing department notified the human resource department and the admin officials about their requirement for interns for the months of June, July and August. They also provided HR with the details about the profile and suitability criteria. There has not been any progress conveyance on part of HR and the marketing department is thus filing an inquiry in the matter. Please inform us about the steps taken and the stages completed in the hiring procedure. The work load that has shifted on marketing due to implementation of multiple new projects has increased the urgency.
The HR is requested to sort the inquiry made by the marketing department and make direct contact to help proceed in direction suitable for the goals of the organisation as a whole.
Sincerely
Mr. Galih Gins
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