[Company Logo]   [Company Name]
WELCOME EMAIL
Subject: Welcome to [Company Name] – Your Joining Details for [Date of Joining]
To: [Employee Email]
Cc: [Reporting Manager], [Buddy Name]
Hi [Employee Name],
Welcome to [Company Name]! We are really glad you are joining us as [Designation] in the [Department] team. Here is everything you need for your first day.
Your joining day
	Date:
	[Date of Joining]

	Reporting time:
	[Time]

	Location:
	[Company Address] / [Video Link for remote joiners]

	Ask for:
	[HR Name], [Mobile Number]



Please bring
1. Original documents listed in the attached checklist (returned the same day)
1. PAN card and a masked Aadhaar copy
1. Bank account proof (cancelled cheque or passbook)
1. Two passport-size photographs
Your first week at a glance
1. Day 1 – HR formalities, laptop and logins, meet your team
1. Day 2 – Company induction
1. Day 3 to 5 – Role orientation with [Reporting Manager] and first tasks
Your buddy, [Buddy Name] (copied here), will help you settle in and answer the everyday questions.
If anything changes or you have a question, just reply to this email or call me. See you on [Date of Joining]!
Best regards,
[HR Name]
HR Team, [Company Name]
[Mobile Number]
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