Orientation Program Outline for Fresh
Recruits

Dear [New Recruits],
Welcome to [Company Name]! We are excited to have you join our team. To ensure a smooth

transition into your new roles, we have prepared an orientation program that will help you get
acquainted with our culture, policies, and team members.

Program Details
Date: [Insert Date]
Time: [Insert Time]

Location: [Insert Location]

Orientation Schedule

Welcome Address: [Time] - Introduction to Company Values
HR Policies: [Time] - Overview of Employee Handbook
Team Introductions: [Time] - Meet Your Colleagues
Facilities Tour: [Time] - Navigating the Workplace
Department Overviews: [Time] - Understanding Your Role
Q&A Session: [Time] - Open Floor for Questions

We encourage you to engage actively and raise any questions you may have. Your journey with
[Company Name] starts here, and we are thrilled to have you on board.

Best Regards,
[Your Name]
[Your Position]
[Company Name]



