
Welcome to [Company Name] 

Dear [Employee Name], 

We are excited to welcome you to our team! To help you get started on your journey with us, we 

have compiled a list of essential resources and information: 

1. Orientation Schedule 

Your orientation is scheduled for [Date and Time]. Please report to [Location]. 

2. Employee Handbook 

You can access our Employee Handbook [here](link-to-handbook). It contains important policies 

and guidelines. 

3. Training Resources 

We offer various training programs to help you succeed. You can find available courses 

[here](link-to-training-courses). 

4. Benefits Information 

For information regarding employee benefits, please visit [link-to-benefits-portal]. 

5. IT Support 

If you have any technical issues, please reach out to our IT Support team at [IT Support Email] 

or [IT Support Phone Number]. 

We are here to support you in your transition to [Company Name]. Please do not hesitate to 

reach out if you have any questions. 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


