[Company Logo]   [Company Name]
DEPARTMENT INTRODUCTION FORM
1. Department Details
	Department Name
	 

	Department Head
	 

	Location(s)
	 

	Number of Team Members
	 

	Contact for New Joiner Questions
	 

	Last Updated On
	 



2. Purpose
	What does the department do?
	 

	Whom does it serve (internal/external customers)?
	 



3. Team Structure
	Name
	Role
	What to Contact Them For

	[Name]
	[Role]
	[Purpose]

	[Name]
	[Role]
	[Purpose]

	[Name]
	[Role]
	[Purpose]

	[Name]
	[Role]
	[Purpose]



4. Key Processes and Tools
	Process
	Tool / System
	Frequency

	[Process]
	[Tool]
	[Daily / Weekly / Monthly]

	[Process]
	[Tool]
	[Frequency]

	[Process]
	[Tool]
	[Frequency]



5. How We Measure Success
	Key metrics or service levels
	 

	Regular reports and reviews
	 



6. Working with Other Departments
	Departments we work with most
	 

	Handoffs and approvals new joiners should know about
	 



7. Tips for New Joiners
	Things new joiners usually ask
	 

	Meetings to attend
	 

	Documents to read first
	 




	______________________________
Department Head
[Name]
[Department]
Date: [Date]
	______________________________
Reviewed by HR
[HR Name]
Date: [Date]
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