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DATE

STRICTLY PRIVATE AND CONFIDENTIAL

EMPLOYEE NAME

ADDRESS
Dear EMPLOYEE NAME,

I am pleased to offer you the extension of your temporary position of POSITION TITLE in DEPARTMENT to NEW DATE. Apart from the position termination date of NEW DATE, the employment terms and conditions outlined in your letter dated DATE OF TEMPORARY EMPLOYMENT LETTER continue to apply (please see a copy of this letter attached). The period of this temporary position, including the extension, is less than twelve months in duration. 

Please sign and date the second copy of this letter and return to me prior to NEW DATE.
If you have any questions regarding the content of this offer, please feel free to contact me at XXXXX, or at XXXXXX@XXXXX.

Yours sincerely,

HIRING MANAGER NAME

TITLE

DEPARTMENT

I have read, understood and agree with the foregoing.  I accept employment on the above terms and conditions.

_____________________________________________________
Full Name (please print)





_____________________________________________________





Signature


Date

cc:  

Human Resources Department
Attach:

Assignment Change Form
Copy of Temporary Employment Letter

