Dear New Employee:

We’re writing to welcome you as Marketing Assistant to Target Marketing, Inc. and to tell you how much we are looking forward to you joining our team. You bring experience, knowledge and skills that enhance our capabilities.

We’re expecting you for new employee orientation on July 5, 2010, Tuesday at 9 a.m. You will meet with me to discuss your successful integration into our company and with Human Resources staff to learn about employment related issues. Our dress code is business casual.

Your new team anticipates taking you out to lunch to get to know you and to make sure you meet everyone with whom you will be working. Your agenda, for the rest of your first day, follows.

You’ll also have the opportunity to continue with your new employee orientation plan and your initial work for the department. 

I anticipate that your second day will involve more coworker meetings to understand the department.

Again, welcome to the team. If you have questions, please call me at any time. We look forward to working with you.

Best Regards,


Richard Farley
Vice President
