
**Onboarding Letter Outline for New QVC Hire** 

--- 

[Your Name]  

[Your Job Title]  

QVC  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[New Hire's Name]  

[New Hire's Address]  

[City, State, Zip Code]  

Dear [New Hire's Name], 

**1. Welcome Message**  

- Warm welcome to the QVC team  

- Express excitement about their contribution 

**2. Position Details**  

- Job title and department  

- Start date and work schedule  

**3. Onboarding Schedule**  

- Overview of the onboarding process  

- Key dates and important meetings  

- Introduction to team and mentoring assignments  

**4. Company Culture**  

- Brief overview of QVC's values and mission  

- Encourage engagement with company culture  

- Highlight resources available for new hires  

**5. Administrative Information**  

- Details on necessary documentation (ID, tax forms, etc.)  

- Explanation of employee benefits and enrollment process  

**6. First Day Instructions**  

- Where to report on the first day  

- Contact person for any questions or assistance  

**7. Closing**  

- Reiterate excitement about their joining  

- Encourage reaching out with any questions  

- Warm regards and welcome back  

Best regards,  

[Your Name]  

[Your Job Title]  

QVC  

---  

**End of Template** 


