BlackLoverTech
blacklovertech.in  |  hr@blacklovertech.in  |  +91-XXXXXXXXXX
BlackLoverTech, [Office Address], India

WELCOME LETTER & EMPLOYEE ID ASSIGNMENT
Date: [DD/MM/YYYY]

Dear [Employee Full Name],

On behalf of the entire BlackLoverTech team, we warmly welcome you as you begin your journey with us. We are excited to have you on board and are confident that your skills and enthusiasm will contribute greatly to our mission.

Your Employee Details
Full Name: [Employee Full Name]
Employee ID: [EMP-XXX]
Designation: [Job Title]
Department: [Department Name]
Date of Joining: [DD/MM/YYYY]
Official Email: [name@blacklovertech.in]
Reporting Manager: [Manager Name]

Your First Day Checklist
1. Report to HR/office at 9:30 AM on your joining date
1. Bring original documents for verification
1. Complete the Employee Onboarding Form
1. Attend orientation session with HR team
1. Meet your reporting manager and team members
1. Set up your workstation, system access, and official email
1. Review and sign: Employment Agreement, NDA, and Code of Conduct

Key Contacts
HR Team: hr@blacklovertech.in
IT Support: it@blacklovertech.in
Finance / Payroll: finance@blacklovertech.in
Management: management@blacklovertech.in

Company Resources
1. Company Handbook & HR Policies available on the internal portal
1. Holiday Calendar and Leave management system
1. Project management and collaboration tools [list tools]

We are here to support you every step of the way. Do not hesitate to reach out to the HR team for any assistance.

Here's to an exciting journey ahead!


Warm regards,
HR Team — BlackLoverTech
hr@blacklovertech.in | +91-XXXXXXXXXX
