Dear <New Hire>

Welcome to <Company Name>! 

We are excited to have you on-board as part of our team. At <Company Name>, our mission is to make it fundamentally easier for people to find their next home, and you are a critical part of achieving that mission!

<Company> partners with <HR OUTSOURCE> to offer your benefits and other services. You will get log-on information from <HR Outsource> within about 48 hours. Through them, you will be able to verify/update personal information, such as direct deposit, set up your W4 tax withholdings, and sign up for our comprehensive benefits program. Please remember to select your benefits (or decline if you have group medical coverage from another source) within 30 days from your hire date. If you don’t, the system will put you in a default plan.

Special Note: Open enrollment begins <Date>. You may want to skip or carefully consider setting your Flexible Savings Account and Health Savings Account for the benefit year that ends <date>.

If you have any questions about benefits, you can reach HR by phone at 800-XXX-XXXX or email at <HR email address>. 

Paydays are <every two weeks>, next one is <date>. Please let me know if you have any questions about what your first payday will be.

Also, a few other things you should know about working at <Company>:

· Our office provides free coffee and tea daily.  Look for the station up front by reception

· We encourage folks to use public transport and we provide the ability to purchase Fast Passes, etc., pre-tax

· Our office attire is casual. We care about what the effort you put in and the output you generate, not how you dress

I will also forward you information about our Paid Time Off plan and other Policies such as Travel.

For general policies, please read the enclose Employee Handbook and Employee Addendum as soon as possible.

Please let me know if you have any questions or concerns.

Best regards,

<CEO>

