SAMPLE TERM EXTENSION JOB OFFER








Date

PERSONAL AND CONFIDENTIAL

(NAME OF EMPLOYEE)

(NAME OF DIVISION)

(NAME OF DEPARTMENT)

Extension of Employment – Position Title, Position # ##-####

This is to confirm that your term position as (position title) has been extended to (new end date).

If you are in agreement with this extension, please sign the enclosed copy of this letter and return it to my office.








Designated Government Officer






           Position Title

ACCEPTANCE OF APPOINTMENT

I accept the offer on the terms and conditions outlined.

__________________________________

_____________________

Signature








Date

cc:
Benefits Administrator, Department of Human Resources


Personnel File

