Employee Badge Issuance Notification

Dear [Employee Name],

We are pleased to inform you that your employee badge has been issued. Your badge will
provide you access to various areas within our facility, as well as serve as your identification
while on duty.

Here are the details of your badge:

o Employee ID: [Employee ID]
o Department: [Department]
e Issued On: [Issuance Date]

Please ensure that you wear your badge at all times while on company premises. If you have any
questions or require further assistance, feel free to reach out to the HR department.

Best Regards,

[Your Name]

[Your Job Title]
[Company Name]
[Contact Information]



