	[Company Name]
[Address]
Phone:    ·   Email: 



	Date: ________________
________________________________
Subject: Confirmation of your appointment
Dear _________________________,
This refers to your appointment as ______________________ at _______________________________ with effect from ________________, on probation for ______ months. We are pleased to inform you that you have completed the probation satisfactorily.
You are confirmed in the post of ______________________ with effect from ________________.
All other terms and conditions of your appointment remain unchanged.
We appreciate your work during the probation and look forward to your continued contribution.
Yours sincerely,
For ______________________________

____________________________

I have received a copy of this letter.

	Signature of employee
	
	Name
	
	Date



