
Introduction Letter for Senior Leadership 

Onboarding 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are thrilled to welcome you to [Company Name] as our new [Position Title]. Your extensive 

experience in [specific industry or field] and proven track record of success will undoubtedly 

contribute to our ongoing mission and goals. 

As you prepare to begin this exciting journey with us, we'd like to provide you with some 

essential information to help facilitate your onboarding process. Please find attached a detailed 

schedule of your first few weeks, including meetings with key stakeholders and an overview of 

current projects. 

We believe that strong relationships are the foundation of successful leadership, and we 

encourage you to reach out to your team members and peers during your transition. Your insights 

and perspectives will be invaluable to us as we continue to foster innovation and growth within 

our organization. 

Should you have any questions or require further assistance prior to your start date, please do not 

hesitate to contact me directly at [Your Email] or [Your Phone Number]. 

Once again, welcome to [Company Name]. We look forward to your leadership and the positive 

impact you will make. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


