Welcome to the Team!

Dear [Employee Name],

We are thrilled to welcome you to [Company Name]! As you prepare to join us on [Start Date],
here are some essential onboarding details to help you get started:

1. First Day Information
e Start Time: [Time]

o Location: [Office Address/Remote Details]
e Dress Code: [Dress Code]

2. Required Documents

Please bring the following documents on your first day:
e Government-issued 1D

o Bank details for payroll
e Any other relevant certifications

3. Orientation Schedule

Your first week will include:
e Welcome meeting with HR

e Team introduction
« Training sessions on essential tools and processes

4. Benefits Overview

During your onboarding, you will learn more about our benefits, including:
« Health insurance options

e Retirement plans
« Paid time off policies

5. Additional Resources

Feel free to review the following resources prior to your start:

e [Link to Employee Handbook]
e [Link to Company Policies]



e [Link to Training Materials]

If you have any questions before your start date, please do not hesitate to reach out to me at
[Contact Information].

We look forward to seeing you soon!
Warm regards,
[Your Name]

[Your Job Title]
[Company Name]



