
Welcome to Our Team! 

Dear [Employee's Name], 

We are excited to have you on board! Below you will find important onboarding information and 

documentation related to your upcoming employment. 

Onboarding Information 

• Start Date: [Start Date] 

• Department: [Department Name] 

• Supervisor: [Supervisor's Name] 

• Work Location: [Office Address] 

• Orientation Schedule: [Orientation Date and Time] 

Required Documentation 

Please review and complete the following documents prior to your start date: 

1. Employee Information Form 

2. Tax Form (W-4) 

3. Direct Deposit Authorization 

Invoice Documentation 

Attached to this email, you will find the invoice documentation for your first month of 

employment: 

• Invoice Number: [Invoice Number] 

• Amount Due: [Amount] 

• Due Date: [Due Date] 

If you have any questions regarding the documentation or the onboarding process, please don't 

hesitate to reach out. 

Welcome aboard! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 



[Contact Information] 


