New Hire Identification Setup

Date: [Insert Date]

To: [Employee Name]

Position: [Employee Position]

Department: [Employee Department]

Dear [Employee Name],

Welcome to [Company Name]! We are excited to have you join our team.

In order to set up your identification for access to company systems and facilities, please provide
the following information:

Full Name (as per ID)

Date of Birth

Social Security Number

Emergency Contact Information

Preferred Username for Company Systems

Once we receive this information, we will initiate the setup process and you will receive your
identification card within [Insert Timeframe].

If you have any questions, please do not hesitate to reach out to the HR department.
Best Regards,

[Your Name]

[Your Position]

[Company Name]

[Contact Information]



