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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Assignment as [Leadership Role, e.g. Team Lead – Customer Onboarding]
Dear [Employee Name],
In recognition of your performance and the initiative you have shown, we are pleased to assign you the role of [Leadership Role] with effect from [Start Date]. In this role you will lead [Team or Initiative Name], comprising [Number] team members, and report to [Reporting Manager].
Your key goals for the assignment period of [Duration, e.g. nine months] are:
	Goal
	Measure of Success
	Target Date

	[Delivery goal, e.g. onboard all new clients within 10 working days]
	[Measure]
	[DD/MM/YYYY]

	[People goal, e.g. complete monthly one-to-ones with each member]
	[Measure]
	[DD/MM/YYYY]

	[Process goal, e.g. publish a team SOP]
	[Measure]
	[DD/MM/YYYY]

	[Development goal, e.g. complete first-time manager programme]
	[Measure]
	[DD/MM/YYYY]



To support you, [Mentor Name] will act as your mentor and you will be nominated for [Training Programme]. You will be authorised to approve leave, attendance and shift rosters for your team members.
Your progress will be reviewed with [Reporting Manager] and HR at the end of [Review Month 1] and [Review Month 2]. Your designation, grade and CTC [remain unchanged during the assignment / are revised as per the annexure attached]. Based on the final review, the company may confirm you in the role, extend the assignment or conclude it, and this will be communicated in writing.
We look forward to your success in this role. Please sign the duplicate copy as your acceptance.
Yours sincerely,

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