
Welcome to Our Team! 

Dear [Employee's Name], 

We are thrilled to welcome you to [Company Name] as our new [Job Title]. Your skills and 

talents will be a great addition to our team, and we are excited to see the contributions you will 

make. 

Your starting date is [Start Date], and you will be reporting to [Manager's Name]. We 

recommend arriving by [Time] to allow for a smooth onboarding process. 

At [Company Name], we believe in fostering a collaborative and inclusive environment. If you 

have any questions before you start, please feel free to reach out to your manager or the HR 

team. 

Once again, welcome aboard! We are looking forward to working with you. 

Best Regards, 

[Your Name]  

[Your Job Title]  

[Company Name]  

[Contact Information] 


