Welcome to the Team!

Dear [Employee's Name],

We are excited to welcome you to [Company Name]! To ensure a smooth onboarding
experience, please find below your virtual onboarding checklist:

Pre-Onboarding Tasks

o Complete your employment paperwork.
e Set up your company email account.
e Receive login credentials for essential systems.

First Day Activities
« Attend the welcome orientation session.

e Meet with your manager for an introduction.
« Review the company's mission, vision, and values.

Training & Resources

o Complete the mandatory training modules.
o Access the employee handbook.
e Join the team communication platform (e.g., Slack, Teams).

30-Day Goals

e Schedule one-on-one meetings with team members.
« Review your job responsibilities and expectations.
e Set personal development goals with your manager.

If you have any questions during the onboarding process, feel free to reach out to us at [HR
Contact Information].

Welcome aboard!
Sincerely,
[Your Name]

[Your Job Title]
[Company Name]



