
Welcome to the Team! 

Dear [Employee Name], 

We are excited to welcome you to our company! As part of your onboarding process, we have 

prepared a comprehensive training program to help you integrate and succeed in your new role. 

Training Program Overview 

Your training will take place over the first two weeks of your employment and will cover the 

following topics: 

• Company Orientation 

• Role-Specific Training 

• Safety Procedures 

• Compliance and Policies 

• Team Collaboration Tools 

Schedule 

The training sessions will be held from [Start Date] to [End Date], from [Start Time] to [End 

Time]. Here's the detailed schedule: 

Date Topic Location 

[Date 1] Company Orientation [Location] 

[Date 2] Role-Specific Training [Location] 

Next Steps 

Please complete the following tasks prior to your first day: 

• Review the attached welcome packet 

• Complete any necessary paperwork 

• Set up your company email account 

If you have any questions, feel free to reach out to your manager or our HR department. 

We look forward to seeing you soon! 

Best regards, 

[Your Name] 



[Your Position] 

[Company Name] 


