Virtual Onboarding Essentials

Dear [Employee's Name],
Welcome to [Company Name]! We are excited to have you join our team. As part of your virtual

onboarding process, we have compiled essential information and resources to help you get
started.

Onboarding Schedule
e Day 1: Introduction to the Company and Team

e Day 2: Training on Tools and Technologies
o Day 3: HR Policies and Procedures Overview

Essential Resources

Please find the following resources helpful:

« Employee Handbook
e Training Materials
o Company Policies

Connectivity

Ensure you have a stable internet connection for our video calls. Please use the following
platforms for communication:

e Zoom: [zoom_link]
o Slack: [slack_channel_link]

If you have any questions or need assistance, feel free to reach out to [Contact Person] at
[Contact Email].

Once again, welcome to [Company Name]! We look forward to working with you.
Sincerely,
[Your Name]

[Your Position]
[Company Name]
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