
Welcome to the Team! 

Dear [Employee Name], 

We are excited to welcome you to [Company Name]! As part of our onboarding process, we 

have designed a comprehensive remote orientation program to help you get settled in and 

understand our company culture, policies, and procedures. 

Orientation Schedule 

• Date: [Orientation Date] 

• Time: [Orientation Time] 

• Platform: [Video Conferencing Tool Link] 

What to Expect 

During the orientation, you will: 

• Meet key team members and your manager 

• Learn about our company history and values 

• Understand your role and responsibilities 

• Get an overview of tools and resources available to you 

Preparation 

Please ensure that you have the following ready for the orientation: 

• A stable internet connection 

• A computer with a webcam and microphone 

• Any required paperwork you wish to ask about 

If you have any questions before your first day, feel free to reach out to your manager at 

[Manager's Email] or HR at [HR Email]. 

Once again, welcome to the team! We look forward to seeing you at your orientation. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


