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

	Date:
	[Date]



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

As per your appointment letter dated [Appointment Date], your probation period was due to end on [Original Probation End Date]. Your performance has been reviewed by [Reporting Manager] and discussed with you on [Discussion Date].
While we recognise your efforts in [Positive Areas], the review found that the following areas have not yet reached the required standard:
1. [Observed Gap 1, with example]
1. [Observed Gap 2, with example]
1. [Observed Gap 3, if any]
In line with the terms of your appointment, the management has decided to extend your probation by [Extension Period], up to [New Probation End Date].
Goals and support during the extended period
	Goal
	Measure
	Support
	Review Date

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

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

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



If the goals are met, you will be confirmed in writing. If they are not met, the management may decide not to confirm your employment as per the notice terms of your appointment letter. You are welcome to share your comments on this letter with HR within [Response Days] days.

All other terms of your appointment remain unchanged.

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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