Welcome to [Company Name]

Dear [Employee Name],

We are excited to welcome you to our team! As part of your onboarding process, we would like
to provide you with important information regarding the benefits available to you as a new
employee.

Benefits Overview

As an employee of [Company Name], you are entitled to a variety of benefits, which include:

Health Insurance

Retirement Plans

Paid Time Off (PTO)

Family Leave

Employee Assistance Program (EAP)
Professional Development Opportunities

Eligibility and Enrollment

You will be eligible for benefits after your first 30 days of employment. Enrollment in benefits
plans can be completed through our HR portal. Detailed instructions on how to enroll will be
provided during your orientation.

Contact Information

If you have any questions regarding your benefits, please do not hesitate to reach out to our HR
department at [HR Email] or [HR Phone Number].

Welcome aboard, and we look forward to your success at [Company Name]!
Sincerely,
[Your Name]

[Your Job Title]
[Company Name]



