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[DATE] 

 

Dear [EMPLOYEE NAME],  

 

Welcome to the Commonwealth of Kentucky and the [AGENCY]! We are pleased that you are joining our team. 

Our human resources office will be in touch to provide other employment and onboarding information, but I’d 

also like to take the opportunity to help prepare you for your first day. Below are details pertaining to your 

employment, followed by information for your arrival.  

 

 Agency name: [NAME] 

 Job title: [TITLE] 

 Start date/time: [DATE] & [TIME] 

 Location: [ADDRESS] 

 Arrival instructions: [WHERE TO PARK/ENTER/WHO TO ASK FOR] 

 What to bring: Two forms of identification.  

List of acceptable documents is attached. 

[OTHER] 

 

[DESCRIBE WHAT THE EMPLOYEE WILL DO THEIR FIRST DAY.] 

 

If there’s anything I can do to help you make a smooth transition into your new role, please let me know! My 

contact information is provided below. If you have any HR related questions, you’re welcome to contact [HR 

ADMINISTRATOR NAME], our HR Administrator, directly at (XXX) XXX-XXXX. 

 

Again, welcome to the [AGENCY]! We look forward to seeing you soon.  

 

Warm regards,  

 

[MANAGER/SUPERVISOR NAME] 

[EMAIL] 

Office: (XXX) XXX-XXXX 

Cell: (XXX) XXX-XXXX 

 



 

 

 
This list is comes from page 4 of the current USCIS Form I-9 Employment Eligibility Verification.  


