	Insert your Company Name and Address
	
	Insert your
COMPANY LOGO here



Dear {Recipient},
I am so pleased to welcome you to your new position at {name of company}. Everyone here is very excited to have you on board, and we are all looking forward to see what you bring to this company.

Your position here will be an important one, as you know, since you {details of what the person will be doing}.

I am ready to get to know you better, and happy to call you a member of the team. As you get settled in over the next few days, please don't hesitate to contact me should you have any questions or concerns. Welcome!

Sincerely,

{Sender}

