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EMPLOYEE CONFIRMATION LETTER
Confirmation of Permanent Employment After Probation


[Date]

[Employee Full Name]
[Employee Home Address]

Dear [Employee Name],

RE: CONFIRMATION OF EMPLOYMENT — [JOB TITLE]

We are pleased to inform you that, following the satisfactory completion of your probationary period, you are hereby confirmed as a permanent employee of [Company Name], effective [Confirmation Date].

UPDATED EMPLOYMENT TERMS
	Employee Name
	[Full Name]


	Job Title
	[Position]


	Department
	[Department]


	Confirmation Date
	[DD Month YYYY]


	Revised Monthly Salary
	S$ [Amount] (if applicable)


	Annual Leave Entitlement
	[14] days per year (from confirmation date)


	Notice Period
	[1 / 2] month(s) from either party



All other terms and conditions of your employment as stated in your original appointment letter remain unchanged.

We appreciate your contributions during the probationary period and look forward to your continued growth with the company. Please sign and return a copy of this letter to HR by [Return By Date].

Congratulations and welcome to the permanent team.

Yours sincerely,



	_________________________
HR Manager / Director
Name: ___________________
Date:  ___________________
	
	_________________________
Employee Acknowledgement
Name: ___________________
Date:  ___________________
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