[Company Logo]   [Company Name]
CONFIRMATION OF EMPLOYMENT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Confirmation of Your Employment
Dear [Employee Name],

We refer to your appointment letter Ref. [Appointment Letter Ref.] dated [Appointment Date], under which you joined [Company Name] as [Designation] on [Date of Joining].
Based on the review of your performance, attendance and conduct by [Reporting Manager], the management is pleased to confirm you in the services of the company with effect from [Confirmation Date].
Terms applicable from the date of confirmation
1. Your notice period will now be [Notice Period], or salary in lieu of notice, from either side.
1. You will be eligible for [Confirmed Staff Benefits], as per the company policy.
1. Your designation will remain [Designation] and your CTC will remain ₹[CTC] per annum unless separately revised.
1. All other terms of your appointment letter and company policies remain unchanged.
We appreciate your contribution during the review period and look forward to your continued commitment to the team.

Please sign the duplicate of this letter and return it to the HR department.

With best wishes,
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged and accepted by
[Employee Name]
Signature: ____________
Date: [Date]


Copy to: Personnel File; [Reporting Manager]; Payroll
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