[Your full name]
[Your address] · [Phone or email]
Ref: Appointment letter [reference number]
Date: [Date of joining]
[Name of the HR contact]
[Designation]
[Company name], [address]
Subject: Joining report
Dear [Name],
With reference to your letter of appointment dated [date], I report for duty today, [date of joining], as [designation].
My joining details
	Designation
	[Designation], [Department]

	Letter of appointment
	[Reference number], dated [date]

	Date of joining
	[Date]

	Reporting to
	[Manager's name, designation]

	Place of work
	[Address of the workplace]

	Documents submitted
	[List]; originals shown and returned on [date]

	PF
	[UAN (number), from my previous employer / I have no UAN yet]



I have received the company's policies shared with my letter of appointment.
Yours sincerely,
[Your full name]
[Designation]
Received by HR
Joining recorded on [date]. Employee code allotted: [employee code].
HR signature: ______________________________
Name: ______________________________
Date: ______________________________
