
Joining Letter Format 
[Company Name] 
[Company Address] 
[City, State, ZIP Code] 
[Email Address] 
[Phone Number] 

Date: [DD/MM/YYYY] 

To, 
[Employee Name] 
[Employee Address] 
[City, State, ZIP Code] 

Subject: Joining Letter for the Position of [Job Title] 

Dear [Employee Name], 

We are pleased to welcome you to [Company Name] as [Job Title]. We are confident that your 
skills and experience will be a valuable addition to our team. 

As discussed during the interview process, your first day of employment will be on [Joining 
Date], and you will be reporting to [Reporting Manager’s Name]. Please arrive at [Reporting 
Time] and report to [Department/Office Location]. 

Here are the key details of your employment: 

• Position: [Job Title] 

• Department: [Department Name] 

• Reporting to: [Reporting Manager’s Name] 

• Joining Date: [Joining Date] 

• Compensation: [Details of Salary Package] 

• Benefits: [Outline any benefits, if applicable] 

We request you to bring the following documents on your first day for completion of formalities: 

• [List of Required Documents] 

Please feel free to reach out to [HR Contact Name] at [HR Contact Email/Phone Number] if you 
have any questions. 

We look forward to your contribution and wish you a successful and fulfilling career with 
[Company Name]. 

Welcome aboard! 

Sincerely, 
[Your Name] 
[Your Designation] 
[Company Name] 


