[Company Logo]   [Company Name]
CHANGE IN REPORTING MANAGER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Change in Reporting Manager
Dear [Employee Name],

This is to inform you that, with effect from [Effective Date], you will report to [Reporting Manager], [Manager Designation], instead of [Previous Manager], due to [Reason, e.g. a change in team structure].
1. Approvals: From the effective date, your leave, attendance regularisation, travel and expense approvals will be handled by [Reporting Manager].
1. Appraisal: Your appraisal for [Appraisal Cycle] will be completed by [Reporting Manager], with inputs from [Previous Manager] for the period up to [Effective Date].
1. Goals: Your current goals will continue until reviewed with your new manager.
1. Introduction: An introductory one-to-one has been scheduled on [Meeting Date].
1. Role and terms: Your designation, department, work location and CTC remain unchanged.
If you have any questions, please contact [HR Name].

Yours sincerely,

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


Copy to: Personnel File; [Reporting Manager]; [Previous Manager]
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