[Company Logo]   [Company Name]
PROBATION COMPLETION LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Successful Completion of Probation
Dear [Employee Name],

We are happy to inform you that you have successfully completed your probation period from [Date of Joining] to [Probation End Date] as [Designation] in the [Department] team.
Your reporting manager, [Reporting Manager], has highlighted the following strengths during your probation:
1. [Strength 1 – e.g. ownership of month-end reports]
1. [Strength 2 – e.g. strong client communication]
1. [Strength 3]
To continue your growth, we encourage you to focus on:
1. [Development Area 1]
1. [Development Area 2]
Goals for the next review cycle
	Goal
	Success Measure
	Timeline

	[Goal 1]
	[Measure]
	[DD/MM/YYYY]

	[Goal 2]
	[Measure]
	[DD/MM/YYYY]

	[Goal 3]
	[Measure]
	[DD/MM/YYYY]



[Your confirmation letter is enclosed / Your formal confirmation letter will follow separately.]

Thank you for your commitment during your first months with [Company Name]. We look forward to your continued contribution.

Warm regards,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Reporting Manager
[Reporting Manager]
Signature: ____________
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