[Company Logo]   [Company Name]
JOB ROTATION ASSIGNMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation]
Employee ID: [Employee ID]
[Work Location]
Subject: Job Rotation Assignment under [Programme Name]
Dear [Employee Name],
We are pleased to inform you that you have been included in the [Programme Name] job rotation programme. Over the next [Duration, e.g. 12 months], you will work in the departments listed below to gain hands-on understanding of our business before your final placement.
	Phase
	Department / Role
	Period
	Mentor
	Key Learning Outcome

	1
	[Department]
	[DD/MM/YYYY] to [DD/MM/YYYY]
	[Mentor Name]
	[Learning Outcome]

	2
	[Department]
	[DD/MM/YYYY] to [DD/MM/YYYY]
	[Mentor Name]
	[Learning Outcome]

	3
	[Department]
	[DD/MM/YYYY] to [DD/MM/YYYY]
	[Mentor Name]
	[Learning Outcome]

	4
	[Department]
	[DD/MM/YYYY] to [DD/MM/YYYY]
	[Mentor Name]
	[Learning Outcome]



During each phase, your mentor will assign live work, approve attendance and leave, and complete an assessment at the end of the phase. You will submit a short learning report to [Programme Coordinator] within [Number] days of finishing each phase.
[Reporting Manager] will remain your home manager throughout the programme. Your designation, grade, CTC and other terms of employment remain unchanged during the rotation. Where a phase is at a plant or site, you will complete the safety induction and follow all site rules.
At the end of the programme, your final placement will be decided on the basis of phase assessments, your learning reports, business requirements and your stated preference. The decision will be communicated to you in writing.
We wish you a rewarding learning experience. Please sign the duplicate copy as acknowledgement.
Yours sincerely,

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