
Dear [Producer Name], 

Welcome to [Agency Name]! 

We are thrilled to have you join our team as a Producer. Today marks the beginning of an 

exciting journey, and we are confident that your expertise and drive will be a great asset to our 

agency. 

Your first day will focus on getting you settled. Here is what is on the agenda: 

• Orientation: A meeting with [Name] at [Time] to review our systems and processes. 

• Workspace Setup: Ensuring your technology and tools are ready for client management. 

• Team Introduction: A casual lunch at [Time] to meet the rest of the production and 

support staff. 

We have assigned [Mentor/Buddy Name] as your point of contact for any immediate questions 

you may have during your first week. 

Our goal is to support you as you build your book of business and contribute to our collective 

success. We are happy to have you on board! 

Best regards, 

[Your Name] 

[Your Title] 

[Agency Name] 


