
NEW RECRUIT ARRIVAL NOTICE
到職通知書
	Section A : To be completed by the HKHR Dept and send a copy to the African Company

甲部  由香港人力資源部填寫後送到非廠

	Company新到職員工之所屬公司
	Attention致函

	Name of New Recruit 
新到職員工姓名
	Name in English (英文)                                         
	Name in Chinese（中文）

	New Recruit’s Passport到職員工旅行証件

	Category

旅行証件類別


	Passport No.

旅行証件號碼


	Issued Country

簽發地點
	Valid Date

有效日期

	Itinerary

行程表
	Flt No.
班機
	Departure from

起程地
	Date

日期
	Time時間
	Arrival at

抵達地點
	Date

日期
	Time

時間
	Remarks

備註

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Follow up Items跟進事項
	Yes
是
	No
否
	Remarks 備註

	1. New staff is transferred from the other group subsidiary

該員工是由本集團公司調用
	
	
	The new recruit is transferred from this company新員工原來服務公司名為 


	2. New Staff recruited from external source 該員工是新僱
	
	
	

	3. Has designated title and grading 已奉准派定職位
	
	
	Position職位名稱
	Grade職級

	4. Monthly salary has been approved and checked 已奉核准薪額
	
	
	Monthly Salary月薪

	5. Staff’s remuneration distribution has been arranged in HKHR Dept 已在香港辦妥領薪手續
	
	
	

	6. Staff has assisted Company’s to carry documents帶有公物
	
	
	Documents has been listed, please check the item(s) and sign for return詳情已列於附單內，請于點收後簽字寄下。

	7. Staff has dependants to accompany in this trip 有家屬同行
	
	
	Total dependants will be__________, please check the attached “Family Visit Application Form”.同行家屬共____________人，詳情請見附件「接眷申請表」。

	8.
Staff speaks English該員通曉英語
	
	
	□ Please arrange airport pickup請派員接機      

	9. 
Staff Remuneration Account No.員工帳號
	
	
	

	10.
Others其他
	
	
	

	HKHR Dept Supervisor香港人力資源部負責人簽署
	Date日期

	Section B : To be completed by the African Company and send a copy to the HKHK Dept
乙部  由非洲廠填寫後送到香港人力資源部

	· The new recruit has reported to duly on____________________________, please start his/her payroll at this day.

上列新到職同仁已於 ____________年_________月_________日到達，請自離港日期起薪。

	· The new recruit has stayed behind ____________day(s) for personal reason so that he/she cannot report duty on this day_____________________, please start his/her payroll on this day___________________________.


上列新到職同仁因私事中途停留_______________日，以致未能於此日________________到職，請由此日
_________________________開始計薪。

	General Manager非廠負責人簽署
	Date日期
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