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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Acting Charge of the Post of [Acting Post]
Dear [Employee Name],
Owing to [reason, e.g. the resignation of the incumbent / the extended leave of the incumbent], the post of [Acting Post] in the [Department] department is currently vacant. The management has decided to place you in acting charge of this post with effect from [Start Date] until [End Date] or until further orders, whichever is earlier.
Terms of the Acting Arrangement
1. You will perform the duties and responsibilities of [Acting Post] and report to [Reporting Manager].
1. You are authorised to [approve leave and attendance for the team / represent the department in management meetings] and to sign purchase orders up to [Amount]. Matters beyond this authority must be referred to [Reporting Manager].
1. You will receive an acting allowance of [Amount] per month, or as per the company's acting allowance policy, for the duration of the arrangement. It will not form part of your basic salary for PF or gratuity unless the policy states otherwise.
1. Your substantive designation remains [Designation]. On completion of the arrangement you will revert to your substantive post and the acting allowance will cease.
1. This acting arrangement does not by itself confer any right to permanent promotion. Your performance will, however, be taken into account in future selection for the post.
1. The arrangement will be reviewed on [Review Date].
We are confident you will handle this responsibility well. Please sign the duplicate copy of this letter to confirm your acceptance.
Yours sincerely,

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