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

	Date:
	[Date]



To,
[Employee Name]
[Designation]
Employee ID: [Employee ID]
[Department]
Subject: Assignment to Project [Project Name]
Dear [Employee Name],
We are pleased to inform you that you have been assigned to the project detailed below. Please read the assignment details and the conditions that apply during the project.
	Particulars
	Details

	Project Name / Code
	[Project Name] / [Project Code]

	Client / Sponsor
	[Client Name]

	Role on Project
	[Project Role]

	Project Manager
	[Project Manager Name]

	Allocation
	[Percentage]% of working time

	Work Location
	[Work Location / Client Site]

	Start Date
	[Start Date]

	Expected End Date
	[End Date]



Conditions of assignment:
1. You will follow the working hours, holiday calendar and site rules agreed for the project, as communicated by the Project Manager.
1. You will complete the client onboarding requirements, including [background verification / client NDA / security induction], before the start date.
1. Information, code, drawings and data relating to the client are confidential and must not be copied, shared or used outside the project.
1. You will record time against the project code in [Timesheet System] every week.
1. A [site / travel] allowance of ₹[Amount] per [day / month] will be paid as per the company's travel policy for the period you work at the client site.
1. Your designation, CTC and other terms of employment remain unchanged.
The project duration may be extended or shortened depending on client requirements, and any change will be communicated to you in writing. On release from the project, you will hand over all project materials and access credentials to the Project Manager.
We wish you success on this assignment. Kindly sign and return the duplicate copy as acknowledgement.
Yours sincerely,

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