
New Employee Orientation Plan 

Date: [Insert Date] 

Dear [Employee's Name], 

Welcome to [Company Name]! We are excited to have you on board. To ensure a smooth 

transition and to introduce you to our company culture, policies, and procedures, we have 

established an orientation plan for you. 

Orientation Agenda 

• Day 1: Introduction to the Company and Team Members 

• Day 2: HR Policies and Employee Benefits Overview 

• Day 3: Job-Specific Training and Resources 

• Day 4: Compliance Training and Safety Guidelines 

• Day 5: Shadowing a Colleague and Q&A Session 

Important Details 

Start Date: [Insert Start Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Please let us know if you have any questions prior to your start date. We look forward to seeing 

you soon! 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


