[Company Logo]   [Company Name]
ORDER OF REDUCTION IN GRADE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Department]
Subject: Reduction in Grade and Designation
Dear [Employee Name],
Please refer to the disciplinary decision letter Ref. [Reference Number] dated [DD/MM/YYYY], by which, after the domestic enquiry into charge sheet Ref. [Charge Sheet Number] and after considering your representation, the disciplinary authority decided to impose the penalty of reduction in grade under Clause [Clause Number] of the [Standing Orders / Service Rules].
Accordingly, with effect from [DD/MM/YYYY], your position will change as follows:
	Particulars
	Existing
	Revised

	Grade
	[Old Grade]
	[New Grade]

	Designation
	[Old Designation]
	[New Designation]

	Monthly gross (₹)
	[Amount]
	[Amount]

	Basic Salary (₹)
	[Amount]
	[Amount]

	Reporting to
	[Old Manager]
	[Reporting Manager]



This reduction will remain in force [permanently / for a period of ___ months, after which your case will be reviewed for restoration based on conduct and performance].
Your continuity of service, accrued leave and seniority within the new grade will be maintained as per policy. PF and ESI contributions, where applicable, will be calculated on the revised wages from the effective date. Your revised responsibilities will be explained to you by [Reporting Manager].
If you are aggrieved by this order, you may appeal in writing to [Appellate Authority] within [Number] days of receipt of this letter.
All other terms of your employment remain unchanged.

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