Sample / Example Welcome New Employee Letter
New employee name
Address:
City

Mr/Mrs
Department
FANDA CORP
Address
Phone:

Sub: Welcome New Employee
Dear Mr John,

Welcome to FANDA CORP and sales department.

I am delighted you are joining us as corporate sales manager. I am very pleased that you have chosen to accept our offer of employment and know that this is the beginning of a mutually beneficial association.

The enclosed information is designed to serve as an introduction to sales department and provide resources that will help you make a smooth transition into your new role.

The sales team is here to support your transition so, please know that you can call on any of us to assist you. We are looking forward to you joining our team and your success at FANDA.

Yours sincerely,
John Tam
Human Resources Manager

