[Company Logo]   [Company Name]
ACTING APPOINTMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Appointment as Acting [Acting Position]
Dear [Employee Name],

Consequent to [Reason, e.g. the vacancy arising from the resignation of the incumbent], you are appointed to hold the position of Acting [Acting Position], [Department / Branch], with effect from [Effective Date], in addition to or in place of your substantive role as [Designation].
1. Duration: Until [End Date] or until a regular appointment is made, whichever is earlier. The arrangement will be reviewed on [Review Date].
1. Authority: You are delegated the following authority during the acting period: approve expenses up to ₹[Amount], sanction leave for team members, and [Other Approval Limits].
1. Acting allowance: An acting allowance of ₹[Amount] per month will be paid for the acting period.
1. Reporting: You will report to [Reporting Manager] for the acting role.
1. Your current duties: covered by [Cover Person] during the acting period, or continued by you if so indicated.
1. Reversion: On completion of the acting period, you will revert to your substantive post, and the acting allowance will stop.
1. No claim: This acting appointment does not by itself give a claim to permanent appointment to the post, though your performance will be considered.
We are confident of your ability to lead in this period.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Accepted
[Employee Name]
Signature: ____________
Date: [Date]


Copy to: Personnel File; Finance; Payroll
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