SAMPLE WELCOME LETTER / EMAIL
SAMPLE #1 (Be sure to spell out all acronyms and replace items in RED with specific details):

Dear [First Name of New Employee]:

Welcome to the [Directorate Name] team!  I am delighted that you are joining us as a [Job Title of New Employee].  Your role is critical in fulfilling the mission of our department and [Command/Organization Name]. 

[Sponsor’s name] from our organization will contact you soon by email to provide you some information and resources to help you make a smooth transition into your new role.  [Sponsor’s First Name] contact information is [Contact Information].  Between us, [he/she] and I will help guide you through your first days and weeks here.  I also encourage you to complete any paperwork from the Civilian Personnel Advisory Center that you still need to submit.

I will introduce you to the rest of the [Directorate Name] team.  We all look forward to working with you and sharing our future successes.

You can reach me via email or telephone at [Contact Information].  Don’t hesitate to contact me if you have any questions or need additional information.  

Best regards, 
[bookmark: OLE_LINK2][bookmark: OLE_LINK1][Supervisor’s Name]
[Supervisor’s Title]


SAMPLE WELCOME LETTER / EMAIL
SAMPLE #2 (Be sure to spell out all acronyms and replace items in RED with specific details):

Dear [New Employee Name]:

I'd like to welcome you to [Name of Directorate].  We are excited that you have accepted our job offer and agreed upon your start date.  I trust that this letter finds you mutually excited about your new employment with the Department of Army [Name of Command/Organization]. 

While your new position reports to me, I'd like to welcome you to the [Name of Department] on behalf of the entire staff.  Each of us will play a role to ensure your successful integration into the [Department].

[Sponsor’s name] from our team will contact you by email in the near future to act as your sponsor during your transition.  [Sponsor’s First Name] contact information is [Contact Information].   [He/She] will send you some helpful information and arrange to escort you on your first day on the job after you complete in-processing at the Civilian Personnel Advisory Center (CPAC).  I encourage you to complete and submit any documentation the CPAC requests as quickly as possible. 

Again, welcome to the team.  We look forward to working with you.  If you have questions prior to your start date, please call me or your sponsor at any time, or send email if that is more convenient.

Regards,

[Supervisor’s Name]
[Supervisor’s Title]

