
[Date] 

[Executive Name] 

[Address] 

[City, State, Zip Code] 

Dear [Executive Name], 

Welcome to [Company Name]. It is a pleasure to have you join our leadership team as the new 

[Job Title]. 

Your transition and placement are a priority for us. To ensure a seamless integration into your 

new role, we have prepared a comprehensive onboarding schedule that includes briefings with 

key stakeholders, an overview of our strategic objectives, and an introduction to our corporate 

culture.  

Your first day will be [Start Date]. Please report to [Location/Department] at [Time], where you 

will be met by [Point of Contact Name]. 

Over the coming weeks, [Transition Mentor/Coach Name] will work closely with you to 

navigate the organizational landscape and provide support during this pivotal period. We are 

confident that your expertise and vision will be instrumental in driving [Company Name] toward 

its future goals. 

In the meantime, if you have any questions regarding your placement or the transition process, 

please do not hesitate to contact [HR Contact Name] at [Phone Number/Email]. 

We look forward to your contributions and to achieving great success together. 

Sincerely, 

[Signature] 

[Sender Name] 

[Sender Title] 

[Company Name] 


