Introduce New Employee and Requesting Warm Welcome [Replace with Company Letterhead]
Dear employees;
  

Please join me in welcoming _________________, [name of new employee] who will be joining us in the position of _________________. [job title of new employee]
  

_________________ [name of employee] brings many valuable skills and talents to our organization, and we are privileged to have ___ [him/her] on our team. 

  

Please go out of your way can to make _________________ [name] feel at home here at _________________. [company name]
  

Sincerely, 

  

  

  

_________________ [title and name]
_________________ [signature]
