
Welcome to Our Team! 

Dear Newcomer, 

We are excited to have you join us! To help you get started, we have scheduled an introductory 

session for you. Please find the details below: 

Introductory Session Schedule 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location/Online Link] 

• Facilitator: [Insert Name] 

During this session, you will learn about our company culture, team structure, and important 

policies. It will also be a great opportunity to meet your colleagues. 

Please confirm your attendance by replying to this email. If you have any questions, feel free to 

reach out. 

Looking forward to meeting you! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


