Welcome to the Team!

Dear [Employee's Name],

We are excited to welcome you to [Company Name]! Your skills and talents will be an
invaluable addition to our team.

As you begin your journey with us, we want you to feel supported and informed. Here are a few
key details to get you started:

o Start Date: [Start Date]
e Orientation Time: [Orientation Time]
o Location: [Office Location or Virtual Meeting Link]

Please feel free to reach out to your manager, [Manager's Name], if you have any questions or
need assistance before your first day. We are here to help!

Once again, welcome to [Company Name]! We look forward to seeing you soon.
Best regards,

[Your Name]

[Your Job Title]

[Company Name]



