WELCOME TO THE TEAM LETTER

Dear Team Member,

On behalf of the entire company, we are thrilled to welcome you to our team. Y our skills, experience, and talents will
be a valuable addition to our organization. This letter serves as aformal welcome and outlines key information to help
you begin your journey with us.

Position and Reporting

You arejoining usasa[POSITION TITLE]. You will report directly to [SUPERVISOR'S NAME], and your work
location will be [WORK LOCATION]. We are confident that your contributions will help drive our mutual success.

Employment Terms

Y our employment with the company is at-will, meaning either you or the company may terminate the relationship at
any time, with or without cause or notice, subject to applicable law. Y our compensation package, benefits, and work
schedule will be detailed separately in your employment agreement or offer letter.

Company Policies and Expectations

Asamember of our team, you are expected to comply with all company policies, procedures, and applicable federal,
state, and local laws. We value integrity, respect, and collaboration, and we trust that you will uphold these standards.

Confidentiality Agreement

During your employment and thereafter, you agree to maintain the confidentiality of all proprietary and confidential
information of the company. Disclosure or unauthorized use of such information may lead to disciplinary action,
including termination and legal remedies.

Workplace Conduct and Anti-Discrimination

The company is committed to providing a workplace free from discrimination, harassment, and retaliation. We expect
all employeesto treat each other with dignity and respect. Any issues or complaints should be promptly reported
according to company procedures.

Health and Safety

Y our health and safety at work are paramount. Please adhere to all safety rules and report any unsafe conditions or
incidents immediately to your supervisor or the designated safety officer.

Acknowledgment

By signing below, you acknowledge receipt of this Welcome to the Team Letter and agree to abide by the terms and
policies outlined herein and as may be updated by the company from time to time.



EMPLOYEE SIGNATURE MANAGER SIGNATURE

Signature: Signature:
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