[Company Logo]   [Company Name]
CROSS-FUNCTIONAL ASSIGNMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Cross-Functional Assignment with [Host Function]
Dear [Employee Name],
As discussed with you, you are being placed on a cross-functional assignment with the [Host Function] team from [Start Date] to [End Date] to support [Assignment Objective, e.g. the rollout of the new dealer management system]. You will continue to be on the rolls of the [Department] department during this period.
	Particulars
	Details

	Home Function / Manager
	[Department] / [Reporting Manager]

	Host Function / Manager
	[Host Function] / [Host Manager]

	Reporting
	Solid line to [Reporting Manager]; dotted line to [Host Manager] for assignment work

	Time Split
	[Percentage]% assignment, [Percentage]% home role

	Work Location
	[Work Location]



Expected deliverables for the host function:
1. [Deliverable 1, e.g. map current dealer billing process]
1. [Deliverable 2, e.g. train regional coordinators on the new system]
1. [Deliverable 3, e.g. prepare a post go-live issue tracker]
Learning goals for you during the assignment are [Learning Goals, e.g. understanding sales operations and stakeholder management across regions]. [Host Manager] will share written feedback on your work, which [Reporting Manager] will consider in your annual appraisal.
Where priorities between the two roles conflict, [Reporting Manager] and [Host Manager] will agree the priority and inform you. Your designation, grade, CTC and all other terms of employment remain unchanged. At the end of the assignment you will return fully to your home role unless informed otherwise in writing.
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]


Copy to: [Reporting Manager], [Host Manager]
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