
Welcome to the Team! 

Dear [New Team Member's Name], 

We are thrilled to have you join our team! This guide is designed to provide you with essential 

information to help you settle in smoothly. 

Team Overview 

Our team is focused on [brief description of team goals and projects]. You will be working 

alongside some great people who are dedicated and passionate about their work. 

Important Contacts 

• Team Leader: [Name] - [Email] - [Phone Number] 

• HR Representative: [Name] - [Email] - [Phone Number] 

• IT Support: [Name] - [Email] - [Phone Number] 

Onboarding Schedule 

Your onboarding process will include: 

• Orientation Session: [Date & Time] 

• Team Lunch: [Date] 

• Training Workshops: [Dates] 

Resources 

For further information, please refer to the following resources: 

• Team Handbook 

• Company Policies 

• Project Management Tools 

If you have any questions or need any assistance, feel free to reach out to me or any team 

member. We look forward to your contributions! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 
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