Welcome to the Team!

Dear [Employee's Name],

We are excited to have you onboard! To help you get started, we have compiled a list of

resources and tools that you will find useful in your new role:

Onboarding Resources:

o Company Handbook - Familiarize yourself with our policies and culture.
e Onboarding Schedule - Your roadmap for the first week.
e Team Directory - Meet your colleagues!

Tools:

« Communication Tool - Stay connected with your team.
e Project Management Tool - Track your tasks and projects.
o Time Tracking Tool - Manage your time effectively.

If you have any questions, feel free to reach out. We're here to help you settle in!

Best regards,
[Your Name]
[Your Position]
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