	Joining Report
To be filled by line manager and/or employee
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	Employee Name



	Employee Number 

	Position:



	Division:


	Department:



	Joining Date:


	Reporting To:




Line Manager

Employee has been provided a copy of the job description and explained the requirements of the position.

Line Manager Signature and Date
: _______________________

New Employee

I have been provided a copy of the job description and explained the requirements of the position. I accept the job requirements that have been communicated to me.
Employee Signature and date
: _______________________
Note: Employee has to ensure that above documents must be attached with this joining report. Joining reports submitted to PE after 15th of every month (for any employee) will be processed in the next month.
	Before sending this joining report to PE department please make sure that it is signed by the respective line manager and employee. 

For timely payroll processing and to avoid any inconvenience it is requested to submit the joining report as soon as possible.


