
Welcome to the Team! 

Dear [New Hire's Name], 

We are excited to welcome you to [Company Name]! As you embark on this new journey with 

us, we want to ensure you feel supported and prepared for your role. 

Enclosed in this welcome package, you will find essential information about our company, your 

team, and resources to help you get started. Here's what you can expect: 

• Your employee handbook 

• Benefit information 

• Organizational chart 

• Contact information for team members 

• A small token of our appreciation 

We believe that a strong start leads to great success, so please do not hesitate to reach out with 

any questions or concerns. Remember, your onboarding experience is important to us, and we 

are here to support you every step of the way. 

Welcome aboard! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


