Welcome to Our Retail Team!

Dear [Employee's Name],

We are thrilled to welcome you to [Company Name]! As you embark on this exciting journey
with us, we want to ensure you have all the information you need to get started smoothly.

Your first day is scheduled for [Start Date] at [Start Time]. Please arrive at [Location] where you
will meet with [Supervisor's Name].

During the onboarding process, you will learn about our company values, policies, and
procedures, as well as receive training on our products and services. Your initial orientation will
cover:

e Introduction to Company Culture
o Employee Benefits Overview

o Safety and Security Procedures

e Customer Service Standards

If you have any questions before your start date, feel free to reach out to us at [Contact
Information]. We are excited to have you join our team and look forward to seeing you soon!

Best regards,
[Your Name]

[Your Position]
[Company Name]



