New Hire Integration Update

Dear Team,

We are excited to announce that our new team member, [New Hire's Name], has officially
joined us as of [Start Date]. Over the next few weeks, we will be integrating them into our
workflows and culture.

Orientation Details: The orientation will take place on [Orientation Date] at [Orientation
Location]. Please make sure to welcome [New Hire's Name] and help them settle in.

Integration Goals: During their first month, we aim for [New Hire's Name] to accomplish the
following:

« Familiarization with our projects
e Meet with key team members
o Complete necessary training sessions

We appreciate your support in helping [New Hire's Name] transition smoothly into their new
role. If you have any questions or require further information, please feel free to reach out.

Thank you,
[Your Name]

[Your Position]



