[Company Logo]   [Company Name]
NOTICE: WELCOME TO OUR NEW JOINERS
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Issued by:
	Human Resources



We are happy to welcome the following colleagues who have joined [Company Name] during [Week / Month]:
	S. No.
	Name
	Designation
	Department
	Location
	Date of Joining

	1
	[Employee Name]
	[Designation]
	[Department]
	[Work Location]
	[DD/MM/YYYY]

	2
	[Employee Name]
	[Designation]
	[Department]
	[Work Location]
	[DD/MM/YYYY]

	3
	[Employee Name]
	[Designation]
	[Department]
	[Work Location]
	[DD/MM/YYYY]

	4
	[Employee Name]
	[Designation]
	[Department]
	[Work Location]
	[DD/MM/YYYY]



Senior hire note (optional): [Employee Name] joins us as [Designation] and will lead [Area]. They bring experience from [Industry / Previous Employer].
Please make our new colleagues feel at home. Drop by to say hello, include them in team lunches and help them find their way around.
We wish them a rewarding career with us.

	______________________________
[HR Name]
Human Resources
[Company Name]
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