PRIVATE & CONFIDENTIAL


DATE 

NAME							
-Present-


Dear Mr NAME,


RE: CONFIRMATION


Congratulations!!
We are pleased to inform you that you have successfully completed your probationary period. You are hereby confirmed to your position as <Position> effective <Date>.
All other terms and conditions of service as contained in your letter of appointment shall remain unchanged. 

We would like to take this opportunity to congratulate you once again and look forward to your continued contribution to the success of our Company.



Yours sincerely,
For and behalf of <company name> 



___________________
NAME
POSITION 


I, _____________________ (NRIC. NO._____________________) hereby agree, accept and acknowledge receipt of the above letter and understand its contents herein. 

Signature: ___________________		             Date	:  _________________

