
[Date] 

[New Producer Name] 

[Address Line 1] 

[City, State, Zip Code]  

Dear [New Producer Name], 

Welcome to [Company Name]! We are pleased to officially welcome you as our newest 

Insurance Producer. 

Your expertise and professional background make you a valuable addition to our sales team. We 

are confident that you will play a key role in helping our clients secure their futures and in 

driving the growth of our agency. 

As part of your onboarding, please find your initial details below: 

• Start Date: [Date] 

• Reporting Manager: [Manager Name] 

• Producer Code: [Code Number] 

• Office Location/Remote Setup: [Details] 

In the coming days, you will receive information regarding our product portfolio, carrier 

appointments, and access to our CRM and quoting systems. Our goal is to provide you with all 

the tools necessary to succeed in your new role. 

We look forward to your contributions and are excited to see you thrive here. If you have any 

immediate questions, please reach out to [Contact Person/Department]. 

Once again, welcome to the team! 

Sincerely, 

[Sender Name] 

[Title] 

[Company Name]  


