
[Date] 

[Executive Name] 

[Home Address] 

[City, State, Zip Code]  

Dear [Executive Name], 

It is with great pleasure that we officially welcome you to the executive leadership team at 

[Company Name] as our new [Job Title]. 

Your appointment comes at a pivotal time for the organization. After a rigorous selection 

process, the Board and the leadership team identified your specific expertise in [Key Area/Skill] 

and your proven track record of [Previous Achievement] as the ideal catalysts for our future 

growth. We are confident that your vision will be instrumental in driving our strategic initiatives 

forward. 

Your formal start date is scheduled for [Start Date]. Over your first few weeks, we have curated 

a comprehensive onboarding itinerary that includes: 

• Strategic briefings with the Board of Directors and key stakeholders. 

• Deep-dive sessions with your direct reports and departmental heads. 

• An overview of our current [Year] operational goals and long-term roadmap. 

An executive liaison, [Liaison Name], will contact you shortly to finalize your office 

arrangements, administrative support details, and technology requirements. In the meantime, if 

you have any immediate questions, please feel free to contact me directly at [Phone Number] or 

[Email Address]. 

We are thrilled to have a leader of your caliber joining us. We look forward to the innovation and 

excellence you will bring to [Company Name]. 

Sincerely, 

[Signature] 

[Sender Name] 

[Sender Title] 

[Company Name]  


