	Date: ________________
To,
________________________________
________________________________
________________________________
Subject: Joining report for the post of ______________________
Respected Sir / Madam,
With reference to your appointment letter _________________________________, I, _______________________________, hereby report for duty as ______________________ in the _________________ department at _______________________________ on ________________, in the forenoon / afternoon.
I request you to kindly accept my joining report and place it on record.
Thanking you,
Yours sincerely,

____________________________
_________________________
Phone: ___________________
Email: _________________________
