<Date>
<Employee Name>

<Address>

Ref: Extension of probation

Dear <Employee Name>,

Further to the probation evaluation you had with your counselor on <date>, this letter is to confirm that we are extending your probation period due to reasons outlined in that meeting.
Your probation period will be extended to <Extension Date> and your performance will be reviewed throughout this extended period with evaluation taking place on <Evaluation date>.
All other terms and conditions of your employment will remain the same.

During this extended probation period, your counselor will present you with the opportunity to work towards developing your skills through counseling and training.
Kindly acknowledge a copy of this letter and return a signed copy to the HR Department.

Yours Sincerely,

For < Company Name>
XXXXXXX





Employee Signature
:

Manager- HR
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:
