<INSERT COMPANY LOGO>
PRIVATE & CONFIDENTIAL

<Letter Date>

<Employee’s Full Name>

<Employee’s Address> 
Dear <Employee’s Full Name> (NRIC: <Employee’s NRIC Number>),
Re: Confirmation of Employment
We are pleased to inform you that you have successfully completed your probation period from <Probation Start Date> to <Probation End Date> and you are confirmed for the position of <Job title> with effect from <Confirmation Date>.

Other conditions and benefits shall remain as per your signed Employment Letter. We congratulate you on your confirmation and wishes you well in your position.


Yours sincerely,
For and on behalf of <Company Name>




<Sign off> <Company Stamp>
________________________________
<Name of Company’s Representative>
<Job Title>
<Insert Company Name, Address, Tel, Fax, Website, Registration No>
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