
Welcome to the Team! 

Dear [New Team Member's Name], 

We are thrilled to welcome you to [Company Name] as our new [Job Title]. Your skills and 

talents will be a valuable addition to our team. 

Your start date is [Start Date]. Please arrive at [Start Time] at our office located at [Office 

Address]. You will meet your manager, [Manager's Name], who will guide you through your 

first day. 

During your onboarding, you will learn about our company culture, policies, and procedures. 

You will also receive the necessary tools and resources to help you succeed in your role. 

Please bring two forms of ID for verification purposes, and feel free to reach out if you have any 

questions before your start date. 

We look forward to seeing you soon and are excited to have you on board! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


