
New Employee Proceeding Decision  

Name:

Job:

Dept. & location:

Basic Salary:

Allowance:

Date of Proceeding: ….\.....\..........

 

Dear HR Manager, 

Dear Financial Manager, 

 

I would like to inform you that the employee 

mentioned above has already proceeded to his 

job in our department, starting from 

…..\.....\......... 

 

Please take necessary procedures. 

Best Regards, 

 

Department:……………………………...... 

Dept. Manager:……………………………. 

Sign.


