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DateCompany Name
ABN 00000000000
ADDRESS
SUBURB, STATE, POSTCODE

Phone: 1300 123 456




Private & Confidential

Employee Name
Address
Suburb, state, postcode


Dear “employee name”,   
Letter of Variation
This letter outlines variations to your contract with “company name”.

We are pleased to advise that your employment conditions have been amended as below: 

	Contract change: (i.e. new position)
	

	Contract change:  (i.e. new supervisor)
	

	Effective from: 
	



All other terms and conditions of your employment remain unchanged and are as detailed in your substantive employment contract and any subsequent variations. Please acknowledge receipt of this agreement by signing the below. 

If you have any questions, please do not hesitate to contact “company name”. 

Yours sincerely,


Name
Position
Company Name


I, employee name, have read and understood this letter and accept the above-mentioned variations made to my contract of employment with company name.


Signed:	      ________________________________	Date:	___________________________________


Print name: ________________________________
								


*The information provided in this template does not, and is not intended to, constitute legal advice. Instead, all information, content, and materials available are for general information purposes only. We recommend you only make minor business specific changes to these documents. We are not responsible for any edits made to the policies and procedures that change the intention of the documents. For any specific terms relating to your individual business and how these policies and procedures may apply, please seek further advice from our HR support team or seek alternative legal counsel. 
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