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

	Date:
	[Date]



To,
[Mentor Name], [Mentor Designation]
[Employee Name], [Designation]
[Company Name]
Subject: Mentoring Assignment – [Mentor Name] and [Employee Name]
Dear [Mentor Name] and [Employee Name],
We are pleased to confirm that [Mentor Name] will mentor [Employee Name] under the [Programme Name] for six months, from [Date] to [Date]. This mentoring is in addition to, and separate from, [Employee Name]'s reporting relationship with [Reporting Manager].
1. Purpose
To support [Employee Name]'s professional growth, help them understand how the organisation works and build the skills needed for their career goals.
2. Focus Areas (to be finalised in the first meeting)
1. [Focus area 1, e.g. stakeholder management]
1. [Focus area 2, e.g. understanding the business P&L]
1. [Focus area 3, e.g. presentation skills]
3. How It Will Work
1. Meet once every two weeks for about an hour, in person or online
1. The mentee sets the agenda and keeps brief notes of actions
1. The mentor shares experience, asks questions and suggests resources
1. Conversations are confidential, except where they involve safety, legal or conduct concerns
4. Reviews
HR will check in with both of you at the end of month three and at the close of the programme. Either of you may request a change of pairing at any time by writing to HR.
Thank you, [Mentor Name], for giving your time and experience, and best wishes to you both.
Yours sincerely,

	______________________________
[HR Name]
HR Department
	______________________________
Accepted
[Mentor Name]
Date: [Date]
	______________________________
Accepted
[Employee Name]
Date: [Date]
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