«Company_Name»
«Company_Full_Address»
«Todays_Date_Long»
«Employee_Name»
«Employee_Full_Address»
Dear «Employee_Name»:

I would like to take this opportunity to welcome you to our organization. At «Company_Name», we pride ourselves on our warm, professional atmosphere. If there is anything that I can do to make your first few days here a little easier, please don’t hesitate to call or stop by. 

Please see our office manager with any supply needs you might have. The Human Resources department will be happy to answer any questions regarding «Company_Name», shipping, after-hours office access, and office equipment.

Our Human Resources department will be contacting you with your orientation date and time, and at that time we will go over employee benefits and office policies.  Please feel free to contact me with any questions you may have. Welcome to the team. I look forward to working with you.  

Sincerely,

Vice President of Operations

«Company_Name»
