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About the Document

name PP-MGR-3120-M. Probation Completion Letter
owner HR
access & use Restricted to Managers & HR

A letter template used to provide new employees with written confirmation
of successful completion of their probationary period. The letter also:
+ Reinforces what has been done well

+ Notes areas for development

what it is

+ Sets goals to be reviewed during the next formal performance review
cycle

This letter template can be used for new hires or existing employees
transferred or promoted into a new position.

who uses it Managers / HR staff modify the letter script as appropriate for the employee
¢ PP-MGR-3110-M. Probationary Period Review Form

used with

¢ PR-ALL-3270-M. Annual Performance Review Form

Working with the Document

¢ Gray shaded form fields are input placeholders. To replace the text in these form fields, click
ONCE on the field and type your new content.

¢ Table cells will expand to accommodate any length of text.

+ Ifrequired, you can copy and paste to add additional rows to the tables. Place the cursorin a
row, right-click, and select Insert > Insert Rows Below. Or, to copy and paste a row, select the
entire row and press Ctrl + C, then place cursor in the first cell of the destination row and press
Ctrl + V.

Instructions

1. Save a copy of the template to your working directory. Include the following in the file name:

Copyright © ConnectsUs Intranet Inc. 1/2 Document #: PP-MGR-3120-1-1.0
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more. Last Updated: Jan 1, 2016
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Download the free editable version of this document
PLUS download a free zip file of popular templates!

FIND OUT MORE
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Unlock features for all templates & kits.
Get ConnectsUs HR™ now!
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