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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Deputation to [Deputation Site]
Dear [Employee Name],

You are hereby deputed to [Deputation Site / Client Name], [Deputation Location], for [Purpose of Deputation], from [Start Date] to [End Date].
	Particulars
	Details

	Site in-charge
	[Site In-charge Name], [Contact Number]

	Working hours
	[Site Working Hours]

	Deputation allowance
	₹[Amount] per day / month

	Accommodation
	Company arranged, or reimbursed up to ₹[Amount] per night

	Travel
	[Mode and Class] both ways, booked by Admin

	Attendance
	Weekly timesheet approved by site in-charge



1. Duties: [Key Duties at Site].
1. Site rules: You will follow the safety rules, PPE requirements, security and confidentiality rules of the site.
1. Parent post: You will continue to hold your post of [Designation] at [Work Location], and your CTC of ₹[CTC] remains unchanged.
1. Emergency: In case of any emergency, contact [Emergency Contact] at the parent office.
1. Return: You will report back to [Reporting Manager] on [Return Date] and submit a deputation report and expense claim within [Claim Days] days.
We wish you a productive deputation.

Yours sincerely,

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


Copy to: Personnel File; Admin; Payroll
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