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Your Name

Date
Recipient Name
Title
Company Name
Street Address
City, ST ZIP Code
Dear Recipient Name:
I am much glad to welcome you to [name of company]. Our organization has an outstanding record in a friendly environment. So, I hope you will feel immense pleasure in your work.
An employee orientation is going to be held on [date/time/year]. Your job titles and review paper of the responsibilities is enclosed with this letter. This orientation is much helpful in understanding the work environment. It will also help you understand on how to cope in various specified situations. The dress code is semi-formal.
I am sending along the names and contact numbers of your co-staff who will be working along with you. They all welcome you warmly with best wishes. They are planning to give you an informal welcome outside. This will help you in acquaintance.
The schedule of the first two weeks will be handed over to you on the date of joining. The document of joining date along with terms and policies will get signed on the orientation day in the office of CEO. You will be given the copy of the form on the same day.
If you have any queries; you can contact without hesitation.

Sincerely,
Your Name
Enclosure
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