
[Date] 

[Executive Name] 

[Home Address or Email Address] 

Dear [Executive Name], 

It is with great pleasure that we welcome you to [Company Name] as our new [Job Title]. We 

are confident that your leadership, vision, and expertise will be instrumental in driving our 

organization toward its next phase of growth and success. 

Your first day will be [Start Date]. On this day, you will be meeting with [Name/Department] at 

[Time] to begin your executive orientation. This program has been designed to provide you with 

deep insights into our corporate strategy, operational frameworks, and organizational culture. 

Your Onboarding Schedule Highlights: 

• Week 1: Introduction to the Board of Directors and key stakeholders. 

• Week 2: Deep-dive sessions with functional department heads. 

• Week 3: Review of current strategic initiatives and financial performance. 

We have prepared your office and technology suite, and your executive assistant, [Assistant 

Name], will be available to support you with any immediate administrative needs. You will also 

find an introductory packet attached containing your initial itinerary and key contact directory. 

We are excited to have you on the leadership team. We look forward to the fresh perspective and 

strategic direction you will bring to [Company Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


