
[Date] 

Dear [Employee Name], 

Welcome to [Company Name]! We are thrilled to have you join our team as a [Job Title]. 

For your first day, please report to [Location/Reception] at [Start Time]. You will be meeting 

with [Supervisor Name] and the Human Resources team to begin your orientation process. 

First Day Schedule: 

• HR Paperwork and Benefits Overview 

• Office Tour and Team Introductions 

• IT Setup and System Access 

• Welcome Lunch with the Team 

Please bring the following items: 

• Valid Photo ID 

• [Specific Document 1] 

• [Specific Document 2] 

If you have any questions before your arrival, please contact me at [Phone Number] or [Email 

Address]. 

We look forward to a successful journey together! 

Best regards, 

[Your Name] 

[Your Title] 

[Company Name] 


