Welcome Email to Office/Team from The Manager: Prior To Start 
Hi Team, 
I am very pleased to share with you that [Name] has accepted the position of [Title] in [Department]. We are very excited that [Name]’s first day working with us will be on [Date].
Provide brief background including where they are currently working, title, a bit of background on the type of work they are currently doing and information about educational background. Provide information on any unique knowledge, skills, or experience the person will be bringing to the team.
Please join me in welcoming [first name] to [department name]!

Thank you,
[Department Head and/or Manager Name]

