
Intern Welcome Letter

[Your Company Logo]

[Company Name]

[Company Address]

[City, State, ZIP Code]

[Date]

Dear [Intern's Name],

Welcome to the [Company Name] family! We are thrilled to have you join us as an intern and look

forward to a rewarding and productive experience together. This letter is intended to provide you

with some important information as you begin your internship journey with us.

First and foremost, we want to extend our warmest congratulations on your selection as an intern.

Out of a pool of highly talented candidates, your skills, enthusiasm, and potential stood out. We

believe you have a unique contribution to make to our team, and we are excited to support your

growth and development during your time with us.

Here at [Company Name], we believe in fostering a collaborative and inclusive work environment.

You will have the opportunity to work alongside some of the brightest minds in the industry, and we

encourage you to ask questions, share your ideas, and actively engage in meaningful projects. Your

contributions are valued, and we are confident that you will make a positive impact on our team.

Your primary point of contact will be your supervisor, [Supervisor's Name], who will guide and

mentor you throughout your internship. They will provide you with the necessary resources,

introduce you to your team members, and help you set clear goals for your internship experience.

Internship Details:

- Start Date: [Start Date]

- End Date: [End Date]

- Working Hours: [Working Hours]

- Dress Code: [Dress Code], unless specified otherwise



- Location: [Office Location, if applicable]

Your onboarding process will begin on [Onboarding Date], during which you will receive a

comprehensive orientation to familiarize yourself with our company culture, policies, and

procedures. You will also gain access to the tools and technologies required for your role.

We have planned several events and learning opportunities throughout your internship, including

workshops, networking sessions, and team-building activities. We encourage you to take full

advantage of these experiences to enhance your skills and expand your professional network.

Please ensure that you bring the following items with you on your first day:

- Identification (e.g., driver's license, passport)

- Any relevant paperwork or documentation requested prior to your start date

- Notepad and pen for note-taking

As an intern, you are a valued member of our team, and your safety and well-being are of utmost

importance to us. We are committed to providing a secure and inclusive environment for all

employees and interns.

Once again, welcome to [Company Name]. We are excited to embark on this journey with you and

are confident that your time with us will be both rewarding and enriching. Should you have any

questions or need further information before your start date, please do not hesitate to reach out to

[HR Contact Name] at [HR Contact Email/Phone].

We look forward to meeting you in person and wish you a successful and enjoyable internship!

Sincerely,

[Your Name]

[Your Title]

[Company Name]

[Contact Information: Email, Phone]


