
Welcome to Our Team! 

Dear [Employee's Name], 

We are excited to welcome you to [Company Name]. As part of your orientation, we want to 

ensure you feel at home and equipped for your new role. 

Your first day will be on [Start Date], and we have planned a comprehensive orientation program 

to help you acclimate. Please arrive by [Start Time] at [Location]. 

During the orientation, you will meet your colleagues, learn about our company culture, and 

receive essential information regarding your benefits and responsibilities. 

If you have any questions before your start date, feel free to reach out to me directly at [Your 

Email] or [Your Phone Number]. 

Welcome aboard, and we look forward to working with you! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


