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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Secondment to [Host Entity Name]
Dear [Employee Name],

We are pleased to inform you that you will be seconded to [Host Entity Name], [Host Entity Address] (the "Host"), to work on [Assignment Description]. During the secondment you will remain an employee of [Company Name].
1. Period: From [Start Date] to [End Date], unless extended or ended earlier in writing.
1. Role at Host: [Host Role], at [Host Work Location].
1. Supervision: Your day-to-day work will be directed by [Host Supervisor] at the Host. Your administrative manager at [Company Name] remains [Reporting Manager].
1. Salary and statutory dues: [Company Name] will continue to pay your salary of ₹[CTC] per annum and deduct PF, ESI and taxes as applicable. Your UAN and service continuity are unaffected.
1. Allowances: Secondment allowance of ₹[Amount] per month and [Travel / Accommodation] as per policy.
1. Policies: You will follow our code of conduct and the Host's site rules. POSH complaints may be raised with either Internal Committee, which will coordinate as needed.
1. Confidentiality: You will keep confidential the information of both [Company Name] and the Host.
1. Recall: [Company Name] may recall you with [Notice Days] days' notice.
1. Return: At the end of the secondment, you will return to the role of [Designation] or an equivalent role.
Please sign the duplicate to confirm your agreement.

Yours sincerely,

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


Copy to: Personnel File; [Host Supervisor]; Payroll
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