
Welcome to [Company Name]! 

Dear [Employee's Name], 

We are excited to have you join our team! As part of your onboarding process, we would like to 

provide you with important information regarding your employee benefits. 

Benefits Overview 

• Health Insurance: You are eligible for our health plans effective [Start Date]. More 

details can be found in the attached benefits guide. 

• Retirement Plan: Our company offers a 401(k) plan with matching contributions. You 

can enroll within [Enrollment Period]. 

• Paid Time Off: You will receive [number] days of paid vacation and [number] sick days 

per year. 

• Other Benefits: Additional perks include life insurance, employee discounts, and 

wellness programs. 

Next Steps 

Please review the attached benefits guide for detailed information on each benefit and complete 

the enrollment forms attached. If you have any questions, feel free to reach out to our HR 

department at [HR Contact Information]. 

Once again, welcome to [Company Name]! We look forward to seeing you succeed as part of 

our team. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Contact Information] 


