
4 Onboarding Schedule Email
Template for New Hires

Welcome email template for new hires

Subject: Welcome to the Team, [New Hire Name]!

Hi [New Hire Name],

On behalf of the entire team at [Company Name], I'd like to extend a warm welcome! We

are all super excited to have you join us.

We know starting a new job can be a bit overwhelming, so we've put together a little

something to help you get settled in. Here's a quick peek at what your first week will look

like:

Day 1: Introductions, team overview, setting up your workspace.

Day 2: Training sessions, understanding company policies, meeting your mentor.

Day 3-5: Project introductions, getting familiar with your tools, initial tasks.

We've also attached a detailed onboarding schedule for your reference. It includes all the

important meetings, training sessions, and resources you'll need.

In the meantime, if you have any questions, please don't hesitate to reach out to me or

your manager, [Manager Name], at [Manager Email Address].

We're looking forward to a great journey together!

Best regards,

[Your Name] [Your Title] [Company Name]

First day instructions email template

Subject: Welcome to Your First Day at [Company Name]!

Hi [New Hire's Name],

We are thrilled to welcome you to the [Company Name] team! To help you settle in, here

are some important details for your first day:

Arrival Time: Please arrive by [Time] at our [Office Location].

Dress Code: Our dress code is [Dress Code]. Feel free to dress comfortably within

these guidelines.

What to Bring:

A valid ID for security check-in.

Any necessary documents you need to submit.

A notebook and pen for taking notes.

Schedule for the Day:

Morning:

Meet with your manager and team.

Office tour and introductions.

Lunch:

Join us for a team lunch at [Location].

Afternoon:

Orientation session to learn more about our company culture and policies.

If you have any questions before your start date, feel free to reach out to me at [Your

Email] or [Your Phone Number].

Looking forward to seeing you soon!

Best,

[Your Name] [Your Position] [Company Name]

Team introduction email template

Subject: Welcome [New Hire's Name] to Our Team!

Hi Team,

I am excited to introduce you to our newest team member, [New Hire's Name], who will be

joining us as [New Hire's Role] starting [Start Date].

A little about [New Hire's Name]:

Background: [Brief background information]

Previous Experience: [Relevant experience or previous roles]

Fun Fact: [Something interesting or fun about the new hire]

Please join me in giving [New Hire's Name] a warm welcome. Feel free to reach out and

say hello or offer any assistance as they get settled in. Let's make sure [he/she/they] feel at

home!

Looking forward to achieving great things together.

Best,

[Your Name] [Your Position]

IT setup and access email template

Subject: Get Ready to Go: Your IT Setup and Access Details

Hi [New Hire Name],

Welcome aboard! We're excited to have you join the team. This email outlines the IT setup

process to help you get started smoothly.

Here's what you need to know about your IT access:

Account Creation: Your account has been created with the username: [Username].

Temporary Password: Your temporary password is: [Temporary Password]. Please

change this immediately upon your first login.

Login Portal: You can access the company portal at [Portal Link].

Software Access: You should have access to the following software:

[Software 1]

[Software 2]

[Software 3]

Security Protocols:

Please review the company's security policy here: [Link to Security Policy].

Remember to keep your password safe and secure.

If you encounter any issues or have questions during the setup, please don't hesitate to

contact the IT support team at [IT Support Email Address] or call them at [IT Support

Phone Number].

We're here to help you get set up for success!

Best regards,


