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Subject: Sick leave for a day
Dear ‘Name of New Employee’,
As the head of the department of ‘Name of Department’, for the ‘Organization Name’, I, ‘Name of Head of Department’, would like to welcome you to our team.
After going through your resume, I realized how your qualifications and experience can be a benefit to our team. With your skills, I believe you will settle into our department in no time. My team and I are looking forward to working with you, starting ‘Date of First Work Day’.
[bookmark: _GoBack]You will find your colleague, ‘Name of Employee’, at the reception to help you around the office at the reporting time that is ‘For example, 8:00 am’ sharp.
If you have any queries, please feel at ease to contact me. I am looking forward to working with you.
 Sincerely,
Name of Head of Department,
Name of Department.
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