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DD/MM/YYYY    

 

Name 
c/o CUSTOMIZER: Insert Company Legal Name 
CUSTOMIZER: Insert Company Address  

Re:  Successful Completion of Extended Probationary Period  

Dear First Name, 

The following letter confirms our conversation on DD/MM/YYYY.  

As you know, you were provided with a letter dated DD/MM/YYYY, which extended your probationary 
period end date to DD/MM/YYYY.  During this period, your performance and skills were re-assessed 
against your position’s duties and success traits. 

It is my pleasure to confirm that you have successfully completed your extended probationary period.  
Congratulations, First Name!   

While your performance has noticeably improved and you successfully fulfilled the expectations of the 
position in most areas, there are still some areas that we will continue to observe. 

Over the next Insert number of months until the next standard Company review period, the following 
will ensure you are focused on the right priorities and will form the foundation for our next formal 
performance evaluation.  

The remainder of this letter summarizes our conversation with respect to areas where you continue to 
excel, areas for further development, and goals for the next review period.  

Reinforcing Where You Excel 

Overall, you excel or are an example to others in the following areas. Keep doing what you’re doing! 

 COPY & PASTE from PP-MGR-3130-M. Probation Extension Letter or add new item 

 COPY & PASTE from PP-MGR-3130-M. Probation Extension Letter or add new item 

 COPY & PASTE from PP-MGR-3130-M. Probation Extension Letter or add new item 
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Areas for Development 

JOB-SPECIFIC SKILLS  

Areas for development related to your job duties.  

Skill/Technical Competency 

EXAMPLE: Intermediate Excel skills   

Provide details, action required, dates, clear observed examples of past behavior, clear expected 
future outcomes, and type of support or resources provided by the Company 

EXAMPLE: Knowledge of Drupal 

Provide details, action required, dates, clear observed examples of past behavior, clear expected 
future outcomes, and type of support or resources provided by the Company 

SUCCESS TRAITS 
Areas for development related to behavioral or aptitude competencies.  

Expected Success Trait, Behavioral, or Aptitude Competency 

EXAMPLE: Composure/Emotional Maturity 

Provide details, action required, dates, clear observed examples of past behavior, clear expected 
future outcomes, and type of support or resources provided by the Company 

EXAMPLE: Establishing relationships 

Provide details, action required, dates, clear observed examples of past behavior, clear expected 
future outcomes, and type of support or resources provided by the Company 

Goals for the Next Review Period  

As discussed, the following are goals to be completed over the next EXAMPLE:  6 months:   

Goal / Accomplishment Target Completion 
Date Comments/Details 

Insert MEASURABLE goal -  Be as clear, 
concrete, and detailed as possible.  

DD-MM-YYYY       
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Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  
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Insert MEASURABLE goal -  Be as clear, 
concrete, and detailed as possible.  

DD-MM-YYYY       

Insert MEASURABLE goal -  Be as clear, 
concrete, and detailed as possible.  

DD-MM-YYYY       

 

Please indicate receipt of this letter by signing one copy of the letter and returning it to contact name by 
date - 3 business days from letter date. You may retain the other copy for your records.  

First Name, we are confident that you will succeed in fully meeting expectations of the position at our 
next review meeting and I look forward to continuing to work with you.  

Sincerely, 

 

Employee Manager's Name 

Title 

CUSTOMIZER: Insert Company Name 

Copy:  Payroll, HR 

 

I have received a copy of the above letter. 

Signature - Employee Name Date 

Please take a moment to summarize how the Company/your manager can best support you in your role.  Kindly 
provide us with one or two reasonable suggestions. 
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