Dear [Contractor Name],

Welcome to [Company Name]! We are pleased to have you join us as a contractor for the
[Project Name/Department] team.

Your start date is scheduled for [Start Date]. To help you get started, please find your initial
onboarding details below:

o Reporting Manager: [Manager Name]

e  Work Location/Format: [Remote/Office Address]

o System Credentials: [Details or link to secure portal]
e Orientation Meeting: [Date and Time]

Attached to this email, you will find the [Contractor Handbook/Project Brief] and necessary
tax/compliance forms. Please return the signed documents by [Deadline Date].

If you have any questions regarding your contract or setup, please contact [ Department/Name] at
[Email Address].

We look forward to your contributions to the project.
Best regards,
[Your Name]

[Your Title]
[Company Name]



