[Company Logo]   [Company Name]
AMENDMENT TO TERMS OF EMPLOYMENT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Amendment No. [Amendment Number] to Your Appointment Letter Dated [Appointment Date]
Dear [Employee Name],

This letter amends certain terms of your [appointment letter / employment agreement] Ref. [Original Reference] dated [Appointment Date]. The amendment is being made because [Reason for Amendment].
	Clause No.
	Existing Wording
	Amended Wording

	[Clause]
	[Existing text]
	[New text]

	[Clause]
	[Existing text]
	[New text]

	[New Clause]
	Not applicable
	[New text]



1. Effective date: The amendments take effect from [Effective Date].
1. Unchanged terms: All other terms of your original document remain in full force.
1. Reading together: This amendment forms part of, and must be read with, your original document.
1. Questions: You may discuss this amendment with [HR Name] before signing. Please return the signed copy by [Response Date].
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Employee consent
I have read and agree to the above amendment.
[Employee Name]
Signature: ____________
Date: [Date]
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