[Company Logo]   [Company Name]
LETTER OF APPOINTMENT ON PROBATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
[City] – [PIN Code]
Subject: Appointment on Probation as [Designation]
Dear [Candidate Name],

We are pleased to appoint you as [Designation] in [Department] at [Company Name], [Work Location], with effect from [Date of Joining]. Your appointment is on probation on the terms below.
1. Probation period: [Probation Period] months from your date of joining.
1. Remuneration: Annual CTC of ₹[CTC] as per the enclosed salary annexure.
1. Reporting: You will report to [Reporting Manager], who will guide and assess you during probation.
1. Notice during probation: Either side may end the employment with [Probation Notice] written notice or pay in lieu.
1. Extension: If your performance needs more time to be assessed, probation may be extended once by up to [Extension Period] months, with written reasons.
1. Confirmation: You will be treated as confirmed only on receipt of a written confirmation letter.
Probation review plan
	Review
	Due Date
	Focus Areas

	First review
	[DD/MM/YYYY]
	Induction completed, understanding of role and processes

	Mid-probation review
	[DD/MM/YYYY]
	Quality of work, targets, attendance and teamwork

	Final review
	[DD/MM/YYYY]
	Overall performance, conduct, recommendation on confirmation



You will be assessed on [Assessment Criteria]. Your manager will share feedback after each review so that you know where you stand.

All other terms will be governed by the company policies in force. Please sign the duplicate copy as acceptance.

We wish you a successful start with us.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Accepted
[Candidate Name]
Signature: ____________
Date: [Date]
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