
WELCOME LETTER 

 

 a.  The supervisor must send a welcome letter within 5 days of being notified about a new 

employee. This is a sample welcome letter to the new employee about his or her sponsor. 

 

 b.  The sponsor must contact the incoming employee by letter or e-mail within 72 hours after 

being notified of sponsor duties. The sponsor must send the incoming employee a follow-up 

welcome letter and welcome packet within 10 calendar days after the initial contact.  

 

 c.  Depending on whether the incoming employee is new to the Army, IMCOM-Europe, or 

living overseas, sponsors may want to provide additional information and enclosures.  

 

 


