
Welcome to [Company Name]! 

Dear [Employee Name], 

We are thrilled to have you join our team at [Company Name]. As part of your onboarding 

process, we would like to provide you with an overview of the benefits you are entitled to as a 

new employee. 

Benefits Overview 

• Health Insurance: We offer comprehensive health coverage through [Insurance 

Provider]. Your coverage begins on the first day of the month following your start date. 

• Retirement Plan: You are eligible to participate in our 401(k) plan, with a company 

match of up to [Percentage]. 

• Paid Time Off: Our policy includes [Number] days of paid vacation, [Number] days of 

sick leave, and [Number] holidays. 

• Professional Development: We encourage your growth with opportunities for training 

and workshops, eligible for reimbursement up to [Amount]. 

• Wellness Programs: Access to our wellness initiatives, including fitness memberships 

and mental health support. 

Please feel free to reach out with any questions regarding your benefits or if you need assistance 

with enrollment forms. 

We look forward to your contributions to our team! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


