[Company Logo]   [Company Name]
JOINING REPORT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
The HR Manager
[Company Name]
[Company Address]
Subject: Joining Report – [Designation], [Department]
Sir / Madam,

With reference to appointment letter no. [Reference Number] dated [Date], I hereby report for duty as [Designation] in the [Department] department at [Work Location] on [Date of Joining] in the forenoon / afternoon at [Time].
I have read and accepted the terms and conditions of my appointment. I am submitting my joining documents along with this report and request you to take my joining on record.
Yours faithfully,

	______________________________
[Employee Name]
Designation: [Designation]
Mobile: [Mobile Number]


Confirmation by Reporting Manager
	Employee reported on (date and time)
	 

	Seat / workstation allotted
	 

	Initial work assigned
	 

	Shift / working hours
	 




	______________________________
[Reporting Manager]
Designation
Date: [Date]


HR Acknowledgement
	Employee ID allotted
	[Employee ID]

	Official date of joining recorded
	 

	Probation ends on
	 

	Joining documents received (Yes / No / Pending)
	 




	______________________________
Verified by
[HR Name]
HR Department, [Company Name]
Date: [Date]


Copy to: Payroll, IT Administration, Admin / Facilities, Personnel File
Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
