[Company Logo]   [Company Name]
WELCOME NOTE FROM HUMAN RESOURCES
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Dear [Employee Name],
On behalf of the HR team, welcome to [Company Name]. We are looking forward to your first day as [Designation] in [Department].
Your First Day
	Detail
	Information

	Date of Joining
	[Date of Joining]

	Reporting Time
	[Time]

	Address
	[Company Address]

	Ask for
	[HR Name], [Phone Number]

	Dress Code
	[Business Casual / Uniform]



Please Bring
1. Original and self-attested copies of educational and experience certificates
1. Relieving letter and last three salary slips
1. PAN card and Aadhaar (masked copy)
1. Cancelled cheque or bank details
1. Two passport-size photographs
1. UAN, if you have one
Your First Week
Your first day will include joining formalities, an orientation session and a meeting with your manager, [Reporting Manager]. The rest of the week covers induction sessions, system training and time with your team. A detailed schedule is attached.
We Are Here to Help
For any questions on salary, leave, policies or benefits, contact me at [HR Email] or [Phone Number]. If you ever need to raise a concern in confidence, HR is always available.
We wish you a great start.

	______________________________
Warm regards,
[HR Name]
Human Resources
[Company Name]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
