
SPECIMEN LETTER SEEKING AGREEMENT TO VARY TERMS OF CONTRACT OF EMPLOYMENT

Dear (name of employee),

We refer to your contract of employment dated (date) and our meeting with you of (date) where we discussed a proposed change to your terms and conditions of employment.

As we explained, the Company would propose to make a change to your contract of employment for the following reasons:

· (Set out the business reasons for the proposed change).
As we discussed, the details of the proposed change are as follows:

· (Set out in detail the nature of the proposed change, referring to the relevant provisions of the current contract of employment and the proposed revised contract of employment).

Your continuity of employment will not be affected by any change to your terms and conditions of employment.

With your consent, we would like the proposed change to take effect on (date).  

In the circumstances, we would ask you to fully consider the proposed change and, with this in mind, we would like to have a further meeting with you to discuss any queries or concerns that you might have.  Can we therefore ask you to meet (name) on (date) at (location).  In the meantime, if you have any further queries, please do not hesitate to contact (name).

Alternatively, you might wish to simply accept the proposed change without the need for a further meeting.  If this is the case, can you please signify your acceptance to the change detailed above by signing a copy of this letter and returning it to (name).

Please note that the change will not be implemented without your express agreement.  (In consideration for your agreement to the change, the Company is willing to (pay you a one-off lump sum payment of £x/ increase your annual salary from £x to £x/ increase your annual holiday entitlement from x days to x days, etc.)).

Yours sincerely,

……………………..

For and on behalf of the Company
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