
Welcome to Our Team! 

Dear [Employee's Name], 

We are thrilled to welcome you to [Company Name]! As part of our onboarding process, we 

have prepared a welcome kit to help you get started. 

Welcome Kit Contents: 

• Employee Handbook: A comprehensive guide to our company policies and culture. 

• Company Swag: [T-shirt, mug, etc.] to help you feel part of the team. 

• Office Supplies: Notebooks, pens, and other essentials. 

• Technology Setup: Instructions for setting up your laptop and access to our systems. 

• First Week Schedule: An outline of your meetings and training sessions. 

If you have any questions, please feel free to reach out to your HR representative. 

We look forward to seeing you on [start date]! 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 


