[Company Logo]   [Company Name]
JOINING DAY SCHEDULE
	Employee Name:
	[Employee Name]

	Designation:
	[Designation]

	Date of Joining:
	[Date of Joining]

	Coordinator:
	[HR Name] – [Phone Number]



	Time
	Activity
	Owner
	Location / Link

	09:30
	Arrival and welcome at reception
	[HR Name]
	[Reception]

	09:45–10:45
	Document verification and joining forms
	[HR Name]
	[HR Room]

	10:45–11:15
	ID card, access card and welcome kit
	[Admin Executive]
	[Admin Desk]

	11:15–12:15
	Laptop handover, email and HRMS setup
	[IT Executive]
	[Workstation]

	12:15–13:00
	Company orientation
	[HR Name]
	[Training Room]

	13:00–14:00
	Lunch with the team and buddy
	[Buddy Name]
	[Cafeteria]

	14:00–15:00
	One-on-one with reporting manager
	[Reporting Manager]
	[Cabin]

	15:00–16:30
	Workplace tour and team introductions
	[Buddy Name]
	[Office]

	16:30–17:30
	Read handbook and sign acknowledgements
	[Employee Name]
	[Workstation]

	17:30
	Day-end check-in
	[Reporting Manager] / [HR Name]
	[Cabin]



Notes
1. Carry original documents for verification.
1. Lunch on day one is arranged by the team.
1. If you are delayed, call the coordinator.

	______________________________
Prepared by
[HR Name]
Date: [Date]
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