[Company Logo]   [Company Name]
JOINING LETTER
	Date:
	[Date]

	Place:
	[Work Location]



To,
The HR Manager
[Company Name]
[Company Address]
Subject: Letter of Joining as [Designation]
Dear Sir / Madam,
I am pleased to inform you that I have joined [Company Name] as [Designation] in the [Department] department today, [Date of Joining], in accordance with your appointment letter no. [Reference Number] dated [Date].
I have read and understood the terms and conditions stated in the appointment letter, including probation, notice period of [Notice Period] and the compensation of [CTC] per annum, and I accept them. I also agree to abide by the company's policies, code of conduct and service rules as amended from time to time.
I confirm that I have been relieved by my previous employer and have no obligation that prevents me from taking up this employment. I am submitting the following documents with this letter:
1. Signed copy of the appointment letter
1. Relieving letter / experience certificate
1. Self-attested copies of educational certificates
1. PAN card copy and masked Aadhaar copy
1. Bank account details with cancelled cheque
1. Passport-size photographs (2)
I look forward to contributing to the team and request you to take my joining on record.
Yours sincerely,

	______________________________
[Employee Name]
Mobile: [Mobile Number]
Email: [Email ID]
	______________________________
Received by
[HR Name]
HR Department
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
