[Company Logo]   [Company Name]
LETTER OF CHANGE IN RESPONSIBILITIES
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Temporary Withdrawal of Certain Responsibilities
Dear [Employee Name],
With reference to [the warning letter / disciplinary decision] Ref. [Reference Number] dated [DD/MM/YYYY] concerning [brief issue], the management has decided, in line with Clause [Clause Number] of the company's [HR Policy / Standing Orders], to temporarily withdraw certain responsibilities from you with effect from [DD/MM/YYYY].
	Responsibility
	Status
	Handled by during review

	[e.g. Approval of purchase orders above ₹ limit]
	Withdrawn
	[Name]

	[e.g. Leading the ___ team]
	Withdrawn
	[Name]

	[e.g. Vendor coordination and reporting]
	Continues
	You

	[e.g. Project delivery tasks]
	Continues
	You



Please note that your grade, designation, CTC and other terms of employment remain unchanged.
This arrangement will be reviewed on [Review Date] by [Reporting Manager] and HR. Restoration of the withdrawn responsibilities will be considered on the basis of:
1. [Criterion 1, e.g. completion of the delegation-of-authority training]
1. [Criterion 2, e.g. no further procedural lapses during the period]
1. [Criterion 3, e.g. positive feedback from stakeholders]
If you wish to comment on this decision, please write to [HR Name] within [Number] days. We are confident that you will use this period to strengthen these areas, and the company will support you in doing so.

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