
Welcome to Our Team! 

Dear [Interim Staff Name], 

We are pleased to have you join us as an interim [Position Title] at [Company/Organization 

Name]. Your skills and experience will be a valuable addition to our team. 

During your time with us, we encourage you to familiarize yourself with our policies, team 

members, and ongoing projects. We believe that your contributions will make a significant 

impact. 

Key Information 

• Start Date: [Start Date] 

• Reporting To: [Supervisor's Name] 

• Contact Information: [Supervisor's Email/Phone] 

If you have any questions or need assistance, please do not hesitate to reach out. We look 

forward to working with you! 

Best regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


