Subject: Improvements to Our Onboarding
Process

Dear Team,

As part of our continuous effort to enhance the onboarding experience for new employees, we
have identified several key areas for improvement. Below are the proposed changes:

o Streamlined Paperwork: Implementing a digital onboarding platform to reduce
paperwork and speed up the process.

« Enhanced Orientation Sessions: Creating more engaging and informative orientation
sessions to better acclimate new hires to our company culture.

« Mentorship Program: Introducing a mentorship program that pairs new employees with
experienced staff for guidance and support.

o Feedback Mechanism: Establishing a feedback system for new hires to share their
onboarding experiences and suggest further improvements.

We believe these changes will lead to a more effective and welcoming onboarding process for
our new team members. We would like to schedule a meeting next week to discuss this in further
detail and gather your insights.

Thank you for your attention and contributions to making our onboarding process the best it can
be!

Sincerely,
[Your Name]

[Your Position]
[Your Company]



