
Welcome to the Team! 

Dear [Employee's Name], 

We are excited to welcome you to [Company Name]! As a part of our commitment to your well-

being, we would like to provide you with information regarding your health benefits enrollment. 

Health Benefits Overview 

Your health benefits include: 

• Medical Insurance 

• Dental Insurance 

• Vision Insurance 

• Flexible Spending Accounts 

Enrollment Process 

Please complete your enrollment by [Enrollment Deadline]. You can view and select your 

benefits through the following steps: 

1. Log in to your employee portal at [Portal Link]. 

2. Navigate to the 'Benefits' section. 

3. Choose your preferred health benefits plan. 

4. Submit your selections. 

If you have any questions or need assistance, feel free to reach out to our HR department at [HR 

Contact Information]. 

Thank you for being a part of our team. We are here to support you! 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


