Employment Status Update

Date: [Insert Date]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to inform you about an important update
regarding my employment status that may have an impact on my income.

As of [insert effective date], | have experienced a change in my employment status from [insert
previous status, e.g., full-time, part-time, temporary] to [insert new status]. This change is due to
[briefly explain reason, e.g., company restructuring, personal choice, etc.].
As a result of this change, my income will be affected as follows:

e Previous Income: [insert amount]

e New Income: [insert amount]

« Effective Change Date: [insert date]
| appreciate your understanding in this matter. Should you require any further information or
documentation, please feel free to contact me at [insert your phone number] or [insert your email
address].
Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Address]

[Your Contact Information]



