[Company Logo]   [Company Name]
CHANGE IN TERMS OF EMPLOYMENT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Change in Your [Working Hours / Salary Structure / Benefits]
Dear [Employee Name],

Following the discussion held with you [and the team] on [Consultation Date], we write to confirm a change in your terms of employment with effect from [Effective Date].
What is changing
	Item
	Current Arrangement
	New Arrangement

	[Item, e.g. Shift timing]
	[Current]
	[New]

	[Item, e.g. Salary component]
	[Current]
	[New]

	[Item, e.g. Benefit]
	[Current]
	[New]



Why the change is being made
[Reason for Change, e.g. alignment of the salary structure with the new wage definition / change in client service hours].
Impact on you
1. Your annual CTC after the change: ₹[CTC] (previously ₹[Amount]).
1. Your estimated monthly in-hand salary: ₹[Amount] (previously ₹[Amount]).
1. [Any other impact, e.g. transport facility for the new shift].
If you have any concern, please speak to [HR Name] at [HR Email] by [Response Date]. Please sign below to confirm you have received and agree to this change.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received and agreed
[Employee Name]
Signature: ____________
Date: [Date]


Copy to: Personnel File; [Reporting Manager]; Payroll
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