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Email template for manager or designee to send to new hires.
Sample New Hire Email Template
Send to: New Hire
Timing: Within 1 week of the start date
Subject Line: Welcome to the LSU AgCenter 

Dear [New Employee Name],

We are thrilled to welcome you to our team! Your start date is February 25, 2024. On that day, please meet [Name] in the lobby of our building at [time]. 

Upon arrival, you’ll be shown your office or workstation and introduced to other team members. We want you to feel comfortable, so please let us know if there’s anything specific you need.

Your colleagues are eager to meet you, and we’ve planned your first day to help you get acquainted. 

We look forward to working with you—welcome to the team!

· Location: Our building name is [building name] and our street address is [street address]; the link to the map is [ https://map.concept3d.com/?id=743#!s/?t/2128:1for your building]
· If parking: The closest parking location for our building is: [name of parking lot]. 
· Attire: [Our team typically dresses in business casual attire.]
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