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

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Temporary Promotion as [Temporary Designation] for [Project / Period Name]
Dear [Employee Name],
To meet the requirements of [Project / Branch Launch / Season Name], the management is pleased to promote you temporarily to the role of [Temporary Designation] for the period from [Start Date] to [End Date].
	Particulars
	Details

	Substantive Designation
	[Designation]

	Temporary Designation
	[Temporary Designation]

	Temporary Grade
	[Grade]

	Period
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Reporting To
	[Reporting Manager]

	Temporary Pay Component
	As per annexure



During this period, you are expected to achieve the following:
1. [Goal 1, e.g. deliver project phase one by the agreed date]
1. [Goal 2, e.g. build and train the project team]
1. [Goal 3, e.g. maintain quality and safety standards]
Your performance will be reviewed on or before [Review Date]. Based on the review and business need, the management may (a) end the temporary promotion on the end date, after which you will return to your substantive role and pay; (b) extend it for a further period in writing; or (c) regularise the promotion through a separate letter.
All other terms of your employment remain unchanged. Kindly sign and return the duplicate copy as your acceptance.
Yours sincerely,

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