Name: __________________________
Designation: ____________________
Employee ID (if any): ____________
Date: ___________________________
Place: __________________________



To,
The [Designation of the Appointing Authority],
[Office/Department Name],
[Address].


Subject: Joining Report – [Name of the Post]


Sir/Madam,

I, Shri/Smt./Ms. __________________________, hereby report that I have joined duty in the Forenoon (F.N.) on __________ (date) on my appointment to the post of ________________________ in C.E.S.’s Parvatibai Chowgule College of Arts and Science (Autonomous) (Office /Department), in pursuance of Office Order No. __________ dated __________.


This is for your kind information and record.


Thanking you.


Yours faithfully,



(Signature)

Remarks of H.O.D.
