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How to use this template: replace everything in [yellow brackets], delete the grey notes for employers, and delete this box. Check the notice at the end and the laws of your state before use.
[Company Name]
[Date]
Dear [Employee Name],
Welcome to [Company Name]! We are excited to have you join us as [Job Title] on [Start Date]. Here is everything you need for your first day.
Your first day
Date: [Start Date]
Arrival time: [Arrival Time]
Address: [Work Location]
Ask for: [Manager Name]
Parking / transit / building access: [Details]
Dress: [Dress Guidance]
What to bring
1. Original documents of your choice that establish your identity and authorization to work, from the Lists of Acceptable Documents for Form I-9 (see uscis.gov/i-9).
1. Your completed Form W-4 (see irs.gov) and any state withholding form we send you.
1. [Anything else, for example a lunch, safety boots or a laptop bag.]
Your first week
1. Day 1: [Welcome, paperwork, tour and introductions]
1. Days 2–3: [Training and systems setup]
1. Days 4–5: [Shadowing and first tasks]
Questions?
If anything is unclear before you start, contact [HR Contact Name] at [HR Contact Email].
We are glad you are joining the team.
Best regards,
[Manager Name], [Manager Title]
Signature:	
Printed name:	
Date:	
Important: please read (delete before use)
This template is a free starting point, not legal advice. MadyHR.ai is not a law firm and cannot give legal advice. Employment law is different in every state, and some cities have their own rules. Laws also change. Before you use this template, check it against the laws where your employees work, and speak to an employment attorney or your state labor department if you are unsure. You use this template at your own risk, and MadyHR.ai accepts no responsibility for how it is used. Links to official government websites are given for information only; MadyHR.ai is not affiliated with or endorsed by any government agency.
Official sources
1. U.S. Citizenship and Immigration Services – Form I-9, Employment Eligibility Verification — https://www.uscis.gov/i-9
1. Internal Revenue Service – About Form W-4, Employee's Withholding Certificate — https://www.irs.gov/forms-pubs/about-form-w-4
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