Welcome to Our Team!

Dear [Staff Member's Name],

We are excited to welcome you to [Company Name]. Your orientation is scheduled for [Date] at
[Time]. The orientation will take place at [Location].

Orientation Agenda:

Introduction to Company Culture

Overview of Company Policies and Procedures
Department Introductions

Training Sessions

Q&A Session

Please bring the following documents:

« ldentification
o Bank Details for Payroll
e Any other required documentation

We look forward to seeing you there!

Best Regards,
[Your Name]
[Your Title]
[Company Name]



