[Your Name / Company]
[Street address] · [City, Postcode] · [Phone] · [E-mail]


[Recipient name]
[Company / organisation]
[Street address]
[City, Postcode]
[Date]
Welcome to [Company]!
Dear [Name],
We are delighted that you are joining us as [Job title] on [start date]. Everyone on the [team name] team is looking forward to meeting you.
On your first day please arrive at [time] at [address] and ask for [name], who will be your [manager / buddy]. Please bring [ID, bank details, signed contract, P45 / tax form].
Your first week will include an induction, IT set-up and introductions to the people you will work with most. Your working hours are [hours] and [dress code / parking / lunch] information is attached.
If you have any questions before you start, call me on [phone]. Welcome aboard!
Yours sincerely,

______________________________
[Your name]
Blue highlighted text = replace with your own. Delete this note before printing.




