
DEVELOPING A WELCOME LETTER 
The onboarding process should help new employees understand the department’s mission,  vision, 
priorities, and culture. Unlike the County of Mendocino Employee Handbook which provides general 
information for all employees, the welcome packet contains useful reference information tailored 
specifically to employees in your department and on your team. Example documents to include are 
listed below. 
 
 
Welcome Letter Guidelines  
 

1. The tone should be professional, but still friendly and personal.  Try not to make it 
 sound like a form letter. 
 
2. Convey your excitement about working with the new employee. 
 
3. Include relevant details about the following: 

 Parking and public transportation 

 Security measures 

 Dress code 

 Work schedule for the first day 

 Pay information (i.e., when they will receive their first check). Many new employees 
are frustrated to find out that it will take them a full month to get paid.  The sooner 
they can be informed of this, the sooner they can make any necessary financial 
plans or arrangements. 

 Special events taking place on the new employee’s first day.  You want the             
employee to be able choose to participate in these events and not “stick out” from 
the rest of the team. 

 
4. Include the names of the people with whom the new employee will be working.  This 

will help the new employee begin remembering names. “Putting a face to a name”          
is easier than trying to keep track of new names and new faces on the first day. 

 
5. Encourage the new employee to contact you with any questions or concerns. 

 
 



SAMPLE WELCOME LETTER 
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