Welcome Aboard!

Dear [Employee's Name],

We are thrilled to welcome you to our team at [Company Name]! Your skills and talents will be
an excellent addition to our company.

Your first day will be on [Start Date], and we look forward to seeing you at [Start Time]. Please
report to [Location] where you will meet your team members and get settled in.

To help you get started, here are a few things to keep in mind:
e Your work schedule will be [Work Schedule].
o Please bring [Any Required Documents or Items].
« Don't hesitate to reach out to [Contact Person] if you have any questions.
We are excited to have you on board and cannot wait to see the impact you will make!
Best regards,
[Your Name]

[Your Title]
[Company Name]



