
Welcome to the Team! 

Dear [New Hire's Name], 

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

be on [Start Date]. 

Important Information: 

• Start Time: [Start Time] 

• Location: [Office Location or Virtual Meeting Link] 

• Dress Code: [Casual/Business Casual/Uniform] 

Getting Started: 

On your first day, please bring the following documents: 

• Identification (e.g., driver's license, passport) 

• Bank details for payroll 

• Any required forms or documents that were emailed to you 

Orientation and Training: 

You will participate in an orientation session on your first day, which will include an 

introduction to our company culture and policies. 

We are looking forward to having you on board and can't wait to see the great things you will 

accomplish! 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


