[Company Logo]   [Company Name]
RECRUITMENT MIS REPORT
	Company:
	[Company Name]

	Reporting Period:
	[Month YYYY]

	Prepared By:
	[HR Name]

	Date:
	[Date]



1. Executive Summary
1. [Number] positions closed against [Number] planned.
1. Average time to fill: [Days] days.
1. Offer-to-join ratio: [%].
1. Key risk: [Risk].
2. Position Movement
	Opening Positions
	New Requisitions
	Closed (Joined)
	Cancelled / On Hold
	Closing Positions

	[Number]
	[Number]
	[Number]
	[Number]
	[Number]



3. Department-wise Status
	Department
	Open
	Offered
	Joined
	Open > 60 Days

	[Department]
	[Number]
	[Number]
	[Number]
	[Number]

	[Department]
	[Number]
	[Number]
	[Number]
	[Number]

	[Department]
	[Number]
	[Number]
	[Number]
	[Number]

	Total
	[Number]
	[Number]
	[Number]
	[Number]



4. Key Metrics
	Metric
	This Period
	Previous Period
	Target

	Average time to fill (days)
	[Value]
	[Value]
	[Value]

	Average time to join (days)
	[Value]
	[Value]
	[Value]

	Offer acceptance rate (%)
	[Value]
	[Value]
	[Value]

	Offer-to-join ratio (%)
	[Value]
	[Value]
	[Value]

	Cost per hire (₹)
	[Amount]
	[Amount]
	[Amount]

	Interview-to-offer ratio
	[Value]
	[Value]
	[Value]



5. Source-wise Hires
	Source
	Profiles
	Hires
	Cost (₹)
	Cost per Hire (₹)

	Job portals
	[Number]
	[Number]
	[Amount]
	[Amount]

	Employee referral
	[Number]
	[Number]
	[Amount]
	[Amount]

	Agencies
	[Number]
	[Number]
	[Amount]
	[Amount]

	Campus / direct
	[Number]
	[Number]
	[Amount]
	[Amount]



6. Issues and Action Points
	Issue
	Action
	Owner
	Due Date

	[Issue]
	[Action]
	[Owner]
	[DD/MM/YYYY]

	[Issue]
	[Action]
	[Owner]
	[DD/MM/YYYY]

	[Issue]
	[Action]
	[Owner]
	[DD/MM/YYYY]




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