«Letter_Date»
PRIVATE AND CONFIDENTIAL

«Title» «Initals» «Surname»
«Address1»
«Address2»
«Address3»
«Address4»
«Post_Code»
Dear «Title» «Surname»,

Re:
Change of Base

I am writing to confirm your base of employment as a <<post>>, in the <<Department>> is to change, from «Base_Before» to «Base_After», with effect from «Effective_Date».  The reason for this change is ………….  

This letter constitutes an amendment to the Principal Statement of your Main Terms and Particulars of Employment, which was issued to you previously.  Your other Terms and Conditions of Service remain unchanged and you should keep this letter with that document for your own records.  

INSERT ARRANGEMENTS for excess travel and / or parking expenses in accordance with the Organisational Change Policy if appropriate… 
The Payroll Services Department have been notified of this change and will amend their records accordingly.

I should be grateful if you would confirm your acceptance of this change in writing.

Yours sincerely

Line Manager
cc
Personal File

