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United States Department of Agriculture

USE YOUR AGENCY LETTER HEAD



TO:	Employee’s name

FROM:	Supervisor name

SUBJECT:	Welcome to Our Team!


Welcome to the (your organization)! Our mission is (insert a mission description that a new employee will understand). Within our organization and through our mission, you will be able to achieve great accomplishments and know that, at the end of the day, you truly made a difference. I am happy you have chosen (your organization) as your new employer.

Insert some general information about your office/branch/division within your Agency – one paragraph. If you recently reorganized, you might mention that. You might mention special recognition recently received or special programs you are doing to support USDA or the President’s Agenda.

We believe that your career has no limits. We fully expect that you will make significant contributions to USDA programs. Our primary focus is on customer service, excellence in program delivery, and innovative results. The USDA performance management system reflects that focus.

Balancing work and family life is fundamental to job satisfaction and productivity. We are proud to offer a flexible work environment in (your organization), encouraging both flexible schedules and telecommuting. We fund and promote transit subsidies to the maximum amount allowable. In addition, if needed, our Employee Assistance Program is there to help you and your family when you need it. (Add as you see fit)

We believe that we are a model program at USDA and in the Federal government. My role as your supervisor is to ensure that you have the tools, skills, leadership, and motivation to reach your full potential in support of USDA’s mission. We actively promote open and direct communication in (your organization). Thank you for choosing (your organization) as your employer. We look forward to a long and mutually satisfying working relationship.
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