
Faculty Arrival Acknowledgment 

Date: [Insert Date] 

Dear [Faculty Member's Name], 

We are pleased to welcome you to [Institution/Department Name] as a new faculty member. 

Your expertise and experience will be invaluable to our team, and we are excited about the 

contributions you will make to our academic community. 

This letter serves as an acknowledgment of your arrival and outlines some important details to 

help you get settled: 

• Start Date: [Insert Start Date] 

• Office Location: [Insert Office Location] 

• Orientation Session: [Insert Orientation Date and Time] 

If you have any questions or need assistance, please do not hesitate to reach out to me or your 

department administrator. 

Welcome once again to [Institution/Department Name]! We look forward to working with you. 

Sincerely, 

[Your Name] 

[Your Title] 

[Institution/Department Name] 

[Contact Information] 


