Employment Contract Change Letter
123 Anywhere St., Any City
hello@reallygreatsite.com




 

4 June 2035 
 
Kerwin Jeong 
123 Anywhere St., Any City 

 
Dear Kerwin Jeong, 
 
Good day. 
 
This letter serves to formally confirm a change to your employment contract with Bold Marketing. After careful consideration and in line with current business requirements, we are implementing the following update to your employment terms: 
 
Effective July 2, 2035, your position will be updated from Marketing Associate to Senior Marketing Specialist. In line with this change, your monthly salary will be adjusted from $650 to $1,200. Additionally, you will now report directly to the Marketing Manager and take on expanded responsibilities in campaign strategy and client management. 
 
All other terms and conditions of your existing employment contract, dated January 3, 2033, will remain unchanged and in full effect. 
 
We believe this change reflects your contributions to the company and aligns with our organizational goals. We are confident you will continue to perform effectively in your updated role. 
Please indicate your acknowledgment and acceptance of this change by signing below and returning a copy of this letter to the Human Resources Department on or before June 18, 2035. 
 
If you have any questions or would like to discuss this update further, feel free to contact Margot Elsher at hello@reallygreatsite.com. 
 
Thank you for your continued commitment to Bold Marketing. 
 
Sincerely, 
Jia Mari Chung 
Jia Mari Chung 
HR Manager, Big Marketing 
 

 
Acknowledged and Accepted by: 
Kerwin Jeong 
Kerwin Jeong 
 
Date: _______________________ 
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