Our Ref : Admin/2014-
«name»

 MERGEFIELD emp_no «emp_no»
«address»
«address2»
«address3»








«eff_date»
Dear  «name»
Re : Probationary Period

This serves to inform you that your probation has been extended for another three (3) month with effect from «eff_date».
We hope you will do your best in carrying out your duties.

Thank you.

Yours faithfully,

……………………………………..

 I ___________________________NRIC No ____________________hereby accept 

the extension of probation in accordance with the company’s terms of employment.

 Thank you.

………………………………

«name»
I/C No : «ic_no»
