PROBATIONARY COMPLETION
GUIDELINES

Please read through prior to writing letter

· An employee shall be informed in writing of completion of their probationary period.
PROBATIONARY COMPLETION
(do NOT include title) Omit above Title for final copy

 print on Department Letterhead

If being mailed to employee, format as letter, using employee’s home mailing address.

[Date]

To:

[Employee's Name & Title]

Subject:
[Supervisor's Name & Title]

RE:
Completion of Probationary Period

This is to notify you that effective [date] you have satisfactorily completed your probationary period for University employment, and have attained regular status in your appointment as [payroll title]. 

Thank you for your contributions to [department] thus far, and I look forward to continuing to work with you in the future. 
Sincerely,

[Supervisor]

cc:

Department Personnel File

Labor and Employee Relations


Supervisor’s Supervisor
.


