Welcome to Our Team!

Dear [New Staff Member's Name],

We are excited to welcome you to [Company Name]! As part of your onboarding, we have
planned an orientation program to help you get acquainted with our organization, culture, and
processes.

Orientation Program Overview

The orientation program will take place on [Date] from [Start Time] to [End Time]. Here's what
you can expect:

Introduction to Company Values: Learn about our mission, vision, and core values.
Meet Your Team: Engage with your colleagues and learn about their roles.

Health and Safety Training: Important training on workplace safety protocols.

HR Policies Overview: Familiarize yourself with company policies and procedures.
Technology Setup: Get assistance with setting up your work devices and accessing
necessary software.

Please bring the following items:

o ldentification Documents
e Bank Details for Direct Deposit
« Your questions or any concerns you may have

If you have any questions prior to the orientation, feel free to reach out to me at ['Your Email
Address] or [Your Phone Number]. We look forward to seeing you!

Best regards,
[Your Name]
[Your Position]
[Company Name]



