[Company Logo]   [Company Name]
EMPLOYMENT CONTRACT RENEWAL LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Renewal of Your Employment Contract
Dear [Employee Name],

Your [fixed-term / contract] employment as [Designation] under the agreement dated [Original Contract Date] is due to end on [Current End Date]. Based on business requirements and your performance, we are pleased to renew your employment as follows.
1. Renewed term: From [Renewal Start Date] to [Renewal End Date].
1. Remuneration: Your monthly gross will be ₹[Amount] (annual CTC ₹[CTC]) with effect from [Renewal Start Date].
1. Duties: [No change in duties / Revised duties as attached].
1. Leave: Your unused leave balance of [Leave Balance] days will be carried forward into the renewed term.
1. Continuity of service: Your service will be treated as continuous for PF, ESI and gratuity purposes as per law.
1. Expiry: Your employment will end on [Renewal End Date] unless renewed again in writing.
1. Other terms: All other terms of your original agreement continue to apply.
Please sign the duplicate copy to confirm your acceptance before [Acceptance Deadline].

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged and accepted by
[Employee Name]
Signature: ____________
Date: [Date]


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