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[Date]
Three Months’ Probation Completed Letter to Employee 
Date:
To
[The Recipient Name]
[Address]
Dear Mr. [name]
Subject: Three Months’ Probation Completed Letter to [NAME] ﻿
I (name), (designation) from (department name) am writing to congratulate you on the successful completion of your probation. Your three months’ probation started on (date). Your performance over this period has been exemplary. You were evaluated based on your team leader’s assessment report and your score on the basic training test. We are glad to inform you, that you have come second on the merit list.
Another criterion for evaluation was your ability to work in a team. You have proved that you are a good team player along with having the required skill set for the job. It is due to this reason that the company has decided to offer you a contract. 
You would be hired as (designation) in the department (department name). You would be working under Mr. (name). He is a great mentor and has trained a lot of newcomers. We are sure that with your hard work and his guidance, you will learn a lot and would be able to explore your full potential.
In the end, I would like to congratulate you once again on your selection and hope that you make the 
Yours Sincerely.
Name
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Department name
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