Letter seeking agreement to change of terms and conditions

[Date]

[Employee’s name]

[Employee’s address]

Dear [name]

I refer to the recent briefings where you were advised [INSERT DETAILS AS TO ORGANISATION’S SITUATION AND BACKGROUND TO SCENARIO].

As a result of this we believe that we need to [EXPLAIN DETAIL e.g. CHANGE SHIFT PATTERNS, IMPLEMENT SHORT TIME WORKING, GO ON TO MONTHLY PAY]. I am therefore writing to you to seek your agreement to these changes to your terms and conditions. 

[EXPLAIN WHY YOU BELIEVE THE CHANGES ARE IMPORTANT]

You should be aware that we have carried out extensive negotiation with [NAME OF UNION] union representatives OR extensive consultation with [INSERT NAME OF REPRESENTATIVE BODY] but have been unable to reach final agreement on the proposed changes which is why I am writing to you directly. *
The changes to your terms and conditions to which we are seeking your agreement are:

[INSERT CHANGES]

If you agree with these changes, please sign and return a copy of this letter to me by [INSERT DATE].  The changes will be effective from [DATE] if you accept the change.

[OPTIONAL][Alternatively if you have any specific reasons why you believe you cannot accommodate the changes required please put you reasons in writing to [INSERT NAME AND DEPT].

In the meantime, if you have any queries, please contact me

Yours sincerely
[name]

[job title]

I accept the above changes to my terms and conditions. I understand that the changes will come into effect on [INSERT DATE BEFORE SENDING LETTER TO EMPLOYEE]

Signed ………………………………………………………………

Date…………………………………………………………………
*Delete as appropriate
