Welcome to the Team!

Dear [Employee Name],

We are excited to have you on board! As part of your onboarding process, we have prepared a
set of knowledge base training materials that will help you get acquainted with our systems and
procedures.

Training Materials Overview

e Training Module 1: Introduction to Our Systems
e Training Module 2: Customer Support Guidelines
e Training Module 3: Best Practices in Project Management

Next Steps

Please complete the training modules by [Due Date]. Once you finish, schedule a follow-up
meeting with your manager to discuss any questions you may have.

We are looking forward to your contributions and success in your new role!
Sincerely,
[Your Name]

[Your Position]
[Company Name]
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