[Company Logo]   [Company Name]
TERMINATION OF EMPLOYMENT DURING PROBATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Private and Confidential

To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Non-Confirmation and Termination During Probation
Dear [Employee Name],
You joined [Company Name] on [Date of Joining] as [Designation] on probation for a period of [Probation Period], as stated in Clause [Clause Number] of your appointment letter.
During your probation, your progress was reviewed with you by [Reporting Manager] on [Date] and [Date]. In these reviews, the expectations of the role, particularly [key expectation 1] and [key expectation 2], were discussed, along with the support available to you. (If applicable: Your probation was extended on [Date] to allow further time.)
After careful assessment, the management has concluded that your performance and fit with the requirements of the role do not meet the standard needed for confirmation. We have therefore decided not to confirm your employment, and your services will stand terminated with effect from [Last Working Day].
As per your appointment terms, the notice period during probation is [Notice Period]. Retain one: (a) You will serve this notice until [Last Working Day]. OR (b) You will be paid [Amount] in lieu of notice and are relieved from today.
Your final settlement will include salary for days worked, any eligible leave encashment as per policy, and reimbursement of approved claims, less lawful deductions. It will be paid within [number] days after you return company property and complete exit clearance with [HR Name].
A relieving letter stating your period of service and designation will be issued to you. We thank you for your efforts and wish you success in your career.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
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