
 

 

INSERT ON (EMPLOYER NAME) LETTERHEAD 

Insert Date 

(Employee Full Name) 

(Employee Address) 
 
Dear (Employee First Name) 

Your employment with (Employer Name) was subject to a probationary period of 6 months, 
due to be completed on (Insert Date). 

We are pleased to confirm that you have successfully completed the probationary period of 
your employment with (Employer Name). 

Your employment record will be updated to reflect that you have satisfactorily completed 
the probationary period. 

Thank you for the effort you have applied to your new position to date. We hope to have a 
continuing successful and enjoyable working relationship with you. 

Yours faithfully 

(Employer Name) 

(Signatory) 

(Position) 


