
4 New Hire Paperwork Reminder
Email Template

Welcome Email Template for New Hires

Subject: Welcome to [Company Name] - Exciting Times Ahead!

Hi [New Hire's Name],

Welcome to the [Company Name] family! We are thrilled to have you on board and can't

wait to see the amazing things you'll accomplish with us.

Here's a quick overview of what to expect on your first day:

Start Time: Please arrive by [Start Time] at [Office Location].

Point of Contact: [Contact Person's Name] will be there to greet you and show you

around.

Schedule: We'll kick off with a brief orientation and then dive into introductions with

your team.

What to Bring: Please bring a valid ID and any required documents for HR.

Feel free to reach out if you have any questions before your start date. We're here to help!

Looking forward to your first day!

Best,

[Your Name]

[Your Position]

[Company Name]

[Contact Information]

Document Submission Reminder Email

Subject: Gentle Reminder: Please Submit Your Onboarding Documents

Hi [New Hire Name],

Welcome to the team! We're excited to have you on board.

This is a friendly reminder to please submit the following documents as soon as possible

so we can finalize your onboarding:

[Document 1 Name]

[Document 2 Name]

[Document 3 Name]

You can upload these documents [link to document upload portal/instructions].

If you've already submitted these, please disregard this email. If you have any questions or

need assistance, please don't hesitate to reach out to [HR Contact Name] at [HR Contact

Email] or [HR Contact Phone Number].

We look forward to a smooth start for you!

Best regards,

[Your Name/Adaface Team]

Orientation Schedule Email Template

Subject: Welcome to [Company Name]! Your Orientation Schedule

Hi [New Hire's Name],

Welcome to [Company Name]! We are excited to have you join our team. To help you get

started, here is your orientation schedule for the first week:

Date: [Start Date] to [End Date]

Time: [Start Time] to [End Time]

Location: [Location/Online Platform]

Day 1 - Welcome and Introduction

Meet the team

Overview of company culture and values

Day 2 - Training and Tools

Introduction to work tools and systems

IT setup and support

Day 3 - Role-specific Training

Overview of your role

Meet your team members

Day 4 - Policies and Procedures

Company policies

HR and administrative procedures

Day 5 - Q&A and Wrap Up

Open session for questions

Feedback and next steps

Please ensure you have access to a stable internet connection if you are attending

remotely. Feel free to reach out if you have any questions before your start date.

Looking forward to seeing you soon!

Best,

[Your Name] [Your Position] [Company Name] [Contact Information]

Payroll Information Collection Email

Subject: Gentle Reminder: Payroll Information Needed!

Hi [New Hire Name],

Welcome to the team! We're excited to have you on board.

This is a friendly reminder to please submit your payroll information as soon as possible.

This ensures you get paid on time for all your hard work!

You can submit your information here: [Link to Payroll Information Form]

To make things easier, here's what you'll likely need to provide:

Bank name

Bank account number

Bank routing number

W-4 form

If you've already submitted this, please disregard this email. If you have any questions or

need assistance, please don't hesitate to reach out to [HR Contact Name] at [HR Contact

Email Address] or [HR Contact Phone Number].

Thanks,


