Welcome to [Company Name]!

Dear [Employee Name],

We are thrilled to welcome you to the [Company Name] family! Your journey with us begins on
[Start Date], and we're excited to provide you with a personalized onboarding experience.

During your first week, you will have the opportunity to:

e Meet your team members and department heads.

o Attend orientation sessions to learn about our company culture and values.

e Set up your workstation and get familiar with the tools and resources available to you.
« Participate in training tailored to your role.

We believe that a strong start is essential, so please feel free to reach out to your onboarding
coordinator, [Coordinator Name], at [Coordinator Email] if you have any questions before your
start date.

Once again, welcome aboard! We can't wait to see the amazing things you'll achieve with us.
Best regards,

[Your Name]

[Your Job Title]
[Company Name]



