Dear [employee],

I refer to my letter of [date] and our meeting [today].

I am pleased that you agree to the change in your role from [existing role] to [new role]. 

In brief:

1.
you will no longer be required to conduct [competency] as [a] principal competency, although you maybe asked to assist the company’s [related department] as and when required;

2.
your existing remuneration package remains unchanged; and 

3.
you will now report directly to the [manager] of the Company. 

I have enclosed a revised job description for you which details the changes and the key competencies for the role. The changes will be effective from [date].

I would be grateful if you would please sign and return the enclosed copy of this letter confirming that you agree and accept these changes.

Many thanks.

Yours sincerely

[                 ]

I accept the above changes to my terms and conditions. I understand that the changes will come into effect on [date].

Signed …………………………….

Dated …………………………….. 

