<DATE>
EID: 
<name>
<Designation>
-----------------------------

Dear <name>,
Thro’ Proper Channel

Subject:  Confirmation  

We have pleasure in informing you that after successful completion of your probationary period; you are hereby confirmed as “<Designation>” in the services of the Company with effect from <Date of Confirmation>. All other Terms & Conditions of your appointment remain unchanged.

We are confident that you will live up to the Company’s expectations of you and fully justify the trust placed in you. We are confident, too, that you will continue to strive for greater excellence in your future endeavors on behalf of the Company.

Regards

…………………..

HR Manager

                                                                                         -----------------------------------------------------







                
[Signature of employee]

