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Sample Welcome Letter/E-Packet
Adapted from the Society for Human Resource Management

· List of items to bring/send to complete the I-9 process 
· Employee benefits summary, enrollment forms, and an FAQ sheet to help answer possible questions (as applicable) 
· Where and when to report on Day 1 
· Parking details 
· Building security processes 
· Optional/As Applicable:  
· Confidentiality & Nondisclosure Forms 
· Recent newsletters, press releases, or annual report 
 
Sample Welcome Email 

Subject: Welcome to the Team, [Intern's Name]! 

Dear [Intern's Name], 

I hope this email finds you well and filled with excitement for the journey ahead. On behalf of the entire team, I want to extend a warm welcome to you as our newest intern at [Company Name]. 

Please arrive at [Office Address] on [Start Date] at [Time]. To ensure a smooth onboarding process, bring the appropriate I-9 documentation as described [below/attached]. 

To help you settle in smoothly, we have prepared an orientation schedule for your first week. This includes introductions to key team members, an overview of our company culture and values, and a detailed orientation to familiarize you with our tools and processes. Please feel free to reach out to [Contact Person] if you have any questions or need assistance during this period. 

We understand that starting a new role can be both exciting and challenging, so please know that our team is here to support you every step of the way. If you have any questions, concerns, or ideas, don't hesitate to reach out.  

Once again, welcome to the team! If there's anything you need as you settle in, feel free to drop by my office or send me an email. 

Best regards, 
[Your Full Name] 
[Your Position] 
[Company Name] 
[Contact Information] 
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