Subject: Welcome to [Company Name] - Onboarding Information
Dear [Contractor Name],

Welcome to the team! We are excited to have you join us as a [Job Title/Role] for the upcoming
project. We look forward to the expertise you will bring to [Company Name].

To ensure a smooth start, please find your initial onboarding details below:

e Start Date: [Date]

o Reporting Manager: [Manager Name]

e Communication Tools: [e.g., Slack, Zoom, Microsoft Teams]
e Project Management Tool: [e.g., Asana, Jira, Trello]

Next Steps:

1. Account Setup: You will receive an invitation email to access our internal systems
shortly. Please set up your profiles by [Deadline].

2. Onboarding Meeting: We have scheduled a kick-off call for [Time/Date] via [Link] to
discuss project goals and milestones.

3. Documentation: Please ensure all signed contracts and tax forms are uploaded to
[Portal/Link] if you haven't done so already.

If you have any questions regarding your setup or the scope of work, please reach out to [Contact
Person] at [Email Address].

We are thrilled to have you working with us remotely and look forward to a successful
collaboration.

Best regards,
[Your Name]

[Your Title]
[Company Name]



