[Company Logo]   [Company Name]
NEW EMPLOYEE INFORMATION FORM
	Company:
	[Company Name]

	Expected Date of Joining:
	[Date of Joining]



Section 1: Basic Information
	Full Name
	 

	Preferred Name (for email and ID card)
	 

	Mobile Number
	 

	Personal Email ID
	 

	City of Residence
	 



Section 2: Role Information (to be pre-filled by HR)
	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Work Location
	[Work Location]

	Work Pattern (Office / Hybrid / Remote / Shift)
	 



Section 3: IT and Access Requirements
	Laptop Preference (Windows / Mac / As per policy)
	 

	Software or tools required
	 

	Access to shared drives / applications
	 

	Mobile phone or SIM required (Yes / No)
	 



Section 4: Admin and Welcome Kit
	T-shirt / Uniform Size (S / M / L / XL / XXL)
	 

	Dietary Preference (Veg / Non-veg / Jain / Other)
	 

	Transport Required (Yes / No) and Pick-up Point
	 

	Any accessibility support needed
	 



Section 5: Short Introduction
	Previous Company and Role
	 

	Hobbies or interests (for team introduction – optional)
	 



Declaration
I confirm that the information above is correct and may be shared with the IT, admin and HR teams of [Company Name] for setting up my employment.

	______________________________
Signature of New Employee
[Employee Name]
Date: [Date]
	______________________________
Received by
[HR Name]
Date: [Date]
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