								________________
											     Employee name 

Welcome Email Checklist 

· Send an email to your new employee and warmly welcome them to the team 
· Include the starting date, time and location 
· Provide the phone number and email address of their department manager 
· Provide a list of the documents they should bring on their first day. Some common types are: 
· Work visa
· driver’s license
· Social Insurance Number 
· Tax forms
· [bookmark: _GoBack]Direct deposit forms 
· Applicable certifications (first aid, food safe, ProTect. ProServe)
· Criminal record check
· Include schedule that breaks down what they will be doing on their first day 
· Explain dress code / uniforms 
· Attach your hotels information documents (i.e employee handbook) 
· Attach any hotel policies that you plan to review with the employee  Add your hotel logo here 

