



[Insert Todays Date]



[Employee ﬁrst name] [Employee last name] 
[Employee address]
[Suburb] [State] [Postal Code]


Dear Employee ﬁrst name,


We wish to conﬁrm the successful completion of your probationary period.

We look forward to having an ongoing successful and enjoyable working relationship with you. 

Yours sincerely,





----------------------------------------

[Your ﬁrst name] [Your last name]
[Your position]






































