[Company Logo]   [Company Name]
ADDITIONAL RESPONSIBILITY LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Assignment of Additional Responsibilities
Dear [Employee Name],

In view of [Reason, e.g. the expansion of our branch operations] and your demonstrated capability, we are assigning you the following additional responsibilities with effect from [Effective Date], in addition to your current role as [Designation].
	Additional Responsibility
	Key Tasks
	Approx. Time Share

	[Responsibility 1]
	[Tasks]
	[Percentage]

	[Responsibility 2]
	[Tasks]
	[Percentage]

	[Responsibility 3]
	[Tasks]
	[Percentage]



1. Support: [Training / Tools / Team support] will be provided to help you manage these responsibilities.
1. Priorities: To balance your workload, [Task to be reassigned] will be handled by [Colleague Name] from the same date.
1. Allowance: An additional responsibility allowance of ₹[Amount] per month will be paid, and your contribution will also be recognised in your annual appraisal.
1. Review: This arrangement will be reviewed on [Review Date].
1. Terms: Your designation, grade and other terms of employment remain unchanged.
Thank you for taking on this responsibility. Please reach out to [Reporting Manager] for any support.

Yours sincerely,

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