Notice of New Hire Orientation

[Date]
[Employee Name]


[Employee Address]
Dear [Name of New Employee]:
I am pleased that you have decided to join [Name of Company] in the position of [Name of Position].  Please find enclosed a copy of the orientation schedule for your first [Day/Week] of employment.

The orientation program is designed to help you learn more about [Name of Company], your position, the [Name of Department] department, and our current projects as quickly as possible.

I look forward to working with you.  I hope you will find working at [Name of Company] productive and enjoyable.  Should you have any questions, don’t hesitate to contact me.  

Sincerely,

___________________________________

Signature

[Name and Title]
