Sample / examples confirmation of employment letter
Employee Name
Street Address
City, State, Zip

Date:

Sub: Confirmation of employment
Dear Mr/Mrs,

We refer to our letter of job offer to you dated on ………… , which stated that your probation period will be subject to 3 months.

After the probationary period, we evaluated your performance, as well as your overall suitability with the company and its objectives, we are pleased to inform you of our intention to convert your probationary period into a confirmed employment, effective immediately.

Please review all compensation and benefits as follows:

1. Salary
2. Bonus
3. Holidays
4. Sick days
5. Phone
6. Lunch…

If you are agreeable with the terms, please sign the letter and return to the HR manager within a period of 5 working days.

We look forward to see you continuing your good work, and drive the company to a new height of success.

Yours sincerely,
John Tam

HR Manager

Acceptance of employment conditions
I hereby confirm that I accept the confirmation of employment, and that I agree with the terms and conditions as stipulated in the letter above.
Signature: …………………….
Date: …………………………..

