

Getting Started Tip Sheet

Welcome to your desk and the team!
Here is some helpful information to get you started. Remember, more details can be found (add link).

If you have a question about …. go to ….
(insert a table or list with topics – name of person who can help – e-mail or phone number)

This is our team:
(insert a table or list or a screenshot of the relevant section of your website so that the person has a short introduction to the team on paper)

Standard documents can be found here:
(share the path/link to standard documents a person may need like letter templates, expense claim forms, etc.)

And here are a few key how-to’s that can help you get started communicating!
(add screenshots or visuals to clarify your instructions and keep it short!)

How to use the telephone 

How to set up your e-mail footer 
with your official contacts and the logo (and a link to our running campaign…)
….

Our brand colours and logo 
to use in reports, letters, …
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