Welcome to the Team!

Dear [Employee Name],

We are thrilled to inform you that you have officially been onboarded as a new member of our
team! We believe that your skills and expertise will be a great addition to our organization.

Your first day will be on [Start Date]. Please arrive at [Start Time] and report to [Location] for
a warm welcome and orientation session.

During your onboarding, you will have the opportunity to:

e Meet your team and key stakeholders
e Learn about company policies and culture
o Complete necessary paperwork and training

We are excited to have you on board, and we look forward to supporting you as you start this
new journey with us.

Best regards,
[Your Name]
[Your Position]
[Company Name]



