
SPECIMEN VARIATION OF TERMS OF CONTRACT OF EMPLOYMENT LETTER 

(IN EXERCISE OF A SPECIFIC CONTRACTUAL POWER TO VARY TERMS)

Dear (name of employee),

We refer to your contract of employment dated (date) and our meeting with you of (date).

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 contract of employment).

We would like the proposed change to take effect on (date).

As you know, clause (number) of your contract of employment states as follows:

· (Recite relevant clause which permits the proposed change to take place).
This means that the proposed change falls within the terms of your contract of employment.  As such, the Company does not require your consent to implement it.  That said, the Company does, of course, wish to take account of your views.  In the circumstances, if there are any factors that you would like us to take into account which may influence our decision to implement the change, please contact (name) by no later than (date).  Unless we hear from you to the contrary, then the proposed change will take effect on (date) as set out above.
If you have any further queries, please do not hesitate to contact (name).

Yours sincerely,

……………………………

For and on behalf of the Company
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