
Welcome to the Team! 

Dear [New Recruit's Name], 

We are excited to have you join us at [Company Name]! To help you settle in, we've compiled a 

list of frequently asked questions regarding the onboarding process: 

Onboarding FAQs 

1. What should I expect on my first day? 

Your first day will include an orientation session, a meeting with your manager, and time to set 

up your workspace. Be prepared for a warm welcome! 

2. How do I access company resources? 

You will receive login credentials for our internal portal via email prior to your start date. Please 

check your inbox for this information. 

3. Who should I contact for IT support? 

If you need technical assistance, please reach out to our IT department at [IT Support Email] or 

call [IT Support Phone Number]. 

4. What benefits do I have access to? 

As a new employee, you will receive information about your benefits package during orientation. 

Feel free to ask questions during that session! 

5. How do I submit my timesheet? 

Timesheets can be submitted through our payroll portal. Instructions will be provided in the 

orientation materials. 

If you have any further questions, please do not hesitate to reach out to your HR representative at 

[HR Email] or call [HR Phone Number]. 

We are looking forward to seeing you on [Start Date]! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


