
Welcome to the Team! 

Dear [New Team Member's Name], 

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

want to ensure you have access to the IT resources necessary for a smooth transition into your 

new role. 

IT Resources Available: 

• Company Email: Your official email address will be [email@example.com]. Please log 

in via [link to email login]. 

• VPN Access: Instructions for VPN setup can be found [here]. This will allow you secure 

access to our internal resources. 

• Software Installations: You will need to install the following software: [list of 

software]. Please refer to the installation guide [link to guide]. 

• Help Desk: For any IT-related issues, please contact the Help Desk at 

[helpdesk@example.com] or call [phone number]. 

If you have any questions or need assistance, feel free to reach out. We are here to support you! 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


