[Company Logo]   [Company Name]
WELCOME LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Employee Address]
Subject: Welcome to [Company Name]
Dear [Employee Name],
On behalf of everyone at [Company Name], I am delighted to welcome you to the [Department] team as [Designation]. We were impressed by your experience during the selection process, and we are confident you will make a real difference to our work.
Your first day is [Date of Joining]. Please report at [Time] to [Company Address], where [HR Name] from HR will receive you at the reception. Our office dress code is [Dress Code].
Your First Week
1. Day 1: Joining formalities, system set-up, team introduction and lunch with the team
1. Day 2: Company induction covering our values, policies and safety
1. Day 3–4: Role orientation with [Reporting Manager] and meetings with key colleagues
1. Day 5: Week-one check-in to answer your questions
[Buddy Name] will be your buddy and can help you with everything from finding the canteen to understanding our tools. You can reach [Buddy Name] at [Mobile Number].
Please bring the original documents listed in the enclosed checklist, along with two passport-size photographs.
We are excited to have you with us and look forward to seeing you on [Date of Joining]. If you have any questions before then, please call me or [HR Name] at [Mobile Number].
Warm regards,

	______________________________
[Reporting Manager]
[Designation]
[Company Name]


Enclosure: Document checklist, office location map
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