
Welcome Aboard! 

Dear [Newcomer's Name], 

We are thrilled to welcome you to the [Company/Organization Name] team! Your skills and 

talents will be a great addition to our group. 

As you embark on this new journey, we would like to provide you with some guidance to help 

you settle in: 

• Orientation Schedule: You will receive an orientation on [Date] at [Time]. This will 

give you an overview of our company culture, policies, and procedures. 

• Mentorship: Your designated mentor, [Mentor's Name], will be available to assist you 

during your first few weeks. Don't hesitate to reach out for help or guidance. 

• Resources: Please familiarize yourself with our employee handbook and intranet, which 

contains valuable information on employee benefits, company policies, and more. 

• Team Meetings: Join us for our weekly team meetings every [Day] at [Time] to stay 

connected and updated. 

If you have any questions or need assistance, feel free to contact me or any of your colleagues. 

We are here to support you! 

Once again, welcome to [Company/Organization Name]! We are excited to have you with us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


