
Welcome to [Company/Community Name]! 

Dear [New Arrivals' Names], 

We are thrilled to welcome you to [Company/Community Name]! As you settle in, we want to 

ensure you have all the information you need to make your transition as smooth as possible. 

Getting Started 

Your first point of contact will be [Contact Person's Name] at [Contact Information]. Don't 

hesitate to reach out with any questions! 

Important Information 

• Orientation Date: [Date] 

• Work Hours: [Hours] 

• Location: [Office/Community Location] 

Resources Available 

Here are some resources you may find helpful: 

• Employee Handbook: [Link or location] 

• Frequently Asked Questions: [Link] 

• Local Amenities Guide: [Link] 

Community Events 

Join us for our upcoming events to meet your fellow colleagues/community members: 

• [Event Name] on [Date] 

• [Event Name] on [Date] 

We are excited to have you as part of our family and look forward to your contributions! 

Warm regards, 

[Your Name] 

[Your Position] 

[Company/Community Name] 


