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	Title: [Your Name Here]
	Body: [Month] [Day], [Year]  Dear [Insert First Name],  Welcome to the [insert company name] team! I really enjoyed meeting you when you interviewed, and I’m looking forward to getting to know you better as you get started in your new role as a [insert job title] here.  The entire [insert department or team name] is excited that you’re joining the team. Your background and experience will greatly enhance what is already a very well-rounded, highly productive team. The team is working on some really innovative projects that you’ll be able to get involved with right away.  You’ll quickly find that the team you’re joining tends to work collaboratively, so you’ll be encouraged to start contributing right away. You and I will be working closely together throughout your initial training and onboarding. You’ll also be paired with a peer mentor, who will help you navigate your experience as an employee here.  When you arrive for your first day of work, which is scheduled for [insert date and time], go to the front desk and let the receptionist know that it’s your first day as a member of the [insert department name] team. I’ll meet you in the lobby and give you a brief tour and introduce you to the team, and we’ll move forward from there.  Again, I’m so glad that you are joining the team. I’m really looking forward to your first day and hope that you are as well. If I can answer any questions between now and then, please reach out to me at [insert phone number] or [insert email address]. Otherwise, we’ll be seeing each other on [insert start date].  Kind regards,   [Your Name Here] [Job Title ]  
	Footer: [Company Website] [Company Address] [Company Phone Number]  


