Welcome Letter—Sample

Dear Mr./Ms. Newhire:

Welcome to XYZ Company!  

As you are becoming acquainted with XYZ and your new position, we invite you to visit the Information Center, located in the Atrium of Building 101.

We are interested in your particular information needs as you start your new job. Some of the services available to you through the Information Center include:

· Consultation about information resources in specific subject areas

· Information gathering from key print and electronic sources

· In-depth research and analysis in our areas of expertise

· Recommendations on high-quality WWW resources for our industry

· Passwords for services to which XYZ subscribes

· Passwords for internal databases dealing with our industry

· Training for internal and external information services

We will call you in the next week to schedule a brief discussion about how we might make sure you have access to all the information you need in your new position. We wish you much success at XZY and look forward to working with you.

Sincerely,

Your Name

Information Specialist
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