
Welcome to the Team! 

Dear [New Team Member's Name], 

We are excited to welcome you to [Company Name] as our new [Job Title]. Your first day is 

[Start Date] and we can't wait to meet you! To help you settle in, we have organized a briefing 

session to provide you with all the essential information you need. 

Briefing Details: 

• Date: [Briefing Date] 

• Time: [Briefing Time] 

• Location: [Briefing Location] 

• Duration: [Duration] 

During this session, we will cover: 

• Company Culture and Values 

• Team Structure and Roles 

• Key Projects and Goals 

• HR Policies and Benefits 

• Q&A Session 

Please come prepared with any questions you may have. We believe this session will be very 

helpful in getting you oriented and integrated into our team. 

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

Email] or [Your Phone Number]. 

Looking forward to seeing you on your first day! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


