Welcome to Our Team!

Dear [Employee Name],

We are excited to welcome you to [Company Name]! As part of your virtual onboarding, please
find the instructions below to ensure a smooth session.

Onboarding Session Details:

o Date: [Insert Date]

e Time: [Insert Time] [Time Zone]
e Platform: [Zoom/Teams/Other]
e Meeting Link: [Insert Link]

Preparation Steps:

Ensure you have a stable internet connection.

Download the required software ([Insert Software Instructions]).

Test your audio and video settings prior to the meeting.

Prepare any necessary documents as mentioned in the welcome email.
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What to Expect:

The onboarding session will cover:

Company Overview

Team Introductions

HR Policies and Procedures
Tools and Resources

Contact Information:

If you have any questions, please feel free to reach out to [Contact Person] at [Contact Email] or
[Contact Phone Number].

We look forward to seeing you soon!
Best regards,
[Your Name]

[Your Job Title]
[Company Name]



