Employee Onboarding Knowledge Transfer

Date: [Insert Date]

To: [Employee Name]

From: [Your Name]

Subject: Onboarding Knowledge Transfer Session

Dear [Employee Name],

Welcome to [Company Name]! We are excited to have you join our team as a [Job Title]. To

ensure a smooth onboarding process, we will be conducting a knowledge transfer session that
will cover essential information and resources you will need in your new role.

Agenda for the Knowledge Transfer Session:

Introduction to Company Policies and Procedures
Overview of Team Structure and Key Contacts
Tools and Technology Training

Project Overview and Current Initiatives

Q&A Session

Details of the session are as follows:

Date: [Insert Date]

Time: [Insert Time]

Location: [Insert Location / Virtual Meeting Link]

Please come prepared with any questions you may have. We look forward to helping you get
acclimated to your new role!

Best regards,

[Your Name]

[Your Job Title]
[Company Name]
[Contact Information]



