
Welcome to the Team! 

Date: [Insert Date] 

Dear [Sales Representative's Name], 

We are thrilled to welcome you to [Company Name] as our new Sales Representative! Your role 

is vital to our mission of providing exceptional service and innovative solutions to our clients. 

Your start date is set for [Insert Start Date]. Please report to our office at [Insert Office Address] 

by [Insert Time]. You will be introduced to the team and receive essential training that will equip 

you for your new position. 

We are excited to have you on board and look forward to your success. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


