[Company Logo]   [Company Name]
DUAL ROLE ASSIGNMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Assignment of Dual Role – [Role 1] and [Role 2]
Dear [Employee Name],

With effect from [Effective Date], you are assigned a dual role and will hold the positions of [Role 1] and [Role 2] concurrently.
	Particulars
	Role 1
	Role 2

	Designation
	[Role 1]
	[Role 2]

	Department
	[Department]
	[Department]

	Reporting Manager
	[Reporting Manager]
	[Second Reporting Manager]

	Approx. Time Allocation
	[Percentage]
	[Percentage]

	Key Result Areas
	[KRAs]
	[KRAs]



1. Compensation: Your annual CTC will be ₹[CTC], including a dual role allowance of ₹[Amount] per month.
1. Priorities: Where priorities of the two roles clash, [Deciding Authority] will decide.
1. Appraisal: Both reporting managers will provide ratings, with [Final Rating Authority] finalising your appraisal.
1. Conflict safeguards: You will not approve transactions in [Role 2] that you initiated in [Role 1]. Such items will be approved by [Alternate Approver].
1. Review: The dual role will be reviewed on [Review Date].
1. Other terms: All other terms of your employment remain unchanged.
We appreciate your willingness to take on this wider responsibility.

Yours sincerely,

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


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