[Company Logo]   [Company Name]
LETTER OF REGULARISATION – TEMPORARY TO PERMANENT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Conversion to Permanent Employment
Dear [Employee Name],

You have been working with [Company Name] as [Current Designation] on a [temporary / contract / fixed-term] basis since [Original Start Date]. We are pleased to inform you that the management has approved your appointment as a permanent employee with effect from [Conversion Date].
1. Designation and grade: [Designation], Grade [Grade], [Department].
1. Continuity of service: Your service from [Original Start Date] will [count / not count] towards seniority and service-linked benefits, subject to law.
1. Compensation: Your revised annual CTC will be ₹[CTC] as per the annexure.
1. Probation: [Probation is waived / Probation Period in months].
1. Benefits: You will be eligible for all benefits applicable to permanent employees, including [Benefits List].
1. Notice period: [Notice Period] from either side.
1. Earlier contract: Your [temporary / contract] engagement dated [Original Letter Date] stands closed on [Day Before Conversion]. Dues under it, if any, will be settled with [Month] payroll.
1. Other terms: All company policies apply as amended from time to time.
Congratulations on this milestone. Please sign the duplicate copy as acceptance.

Yours sincerely,

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


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