LETTER 5 - Temporary Contract – extension of temporary employment

(insert today’s date here)

PRIVATE & CONFIDENTIAL

Name

Address

Dear

RE: Extension of Temporary Employment

I refer to your temporary appointment as………………………..You have been working for the ………..department for……months. I am pleased to confirm that there is a continuing requirement for your temporary services owing to (give reasons) and therefore I am able to offer you an extension to your temporary contract of employment.

This employment will continue for a period of approximately…….months.  However, there is no guarantee that employment will last the full term of this period. In this situation we reserve the right to bring employment to an early end if necessary, providing you with the appropriate contractual notice.  The notice provisions are outlined in your contract of employment, which were issued to you on your appointment. 

If you wish to accept this offer of an extension to your temporary contract, please sign the enclosed copy of this letter as an indication of your acceptance.

Yours sincerely,

(Title)……………..

(Division)…………..

-------------------------------------------------------------------------------------------------------

I accept the offer of a continuation of my temporary contract of appointment as outlined above

Name:
______________________________
Job Title:
______________________________
Signed: 
______________________________

Date:

______________________________
