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Notes:

1. This precedent is intended to act as a guide in drafting sample contract of employment between employee and employee after a successful assessment of a probationary employee.
1.  It shows all minimum and basic legal requirements that employers is required to consider when confirming a probationary employee to a formal employment.
1. It can be modified and amended from time to time. 

















Our	Ref: ………….              Your Ref: …………..

Name of Employee
P.O. Box 
CELL: 
Email: 

Dear …………….,




LETTER HEAD








RE: CONFIRMATION OF APPOINTMENT FOR THE POSITION OF  ………………………………………
We refer to your Letter of Appointment dated …………….. and wish to advise you that following the review of your general performance, the Firm’s management has decided to confirm your employment, as an …………………………. at ………………limited with effect from ………………….. and you shall immediately be enrolled onto the firm’s medical cover and pension scheme.

The Firm will retain you at your current salary net of ……………………. However, the Firm shall be happy to revisit the salary review soon as the economic status of the country stabilizes.

The Firm expects you to perform your duties with utmost efficiency and work at attaining your performance targets with diligence. You must inter alia be able to handle your duties in a timely fashion, and keep Management updated as per the terms stated in your contract of employment.

Kindly note that your existing Letter of Appointment shall be deemed to have been amended as provided for in this letter, and therefore to signify your acceptance to this revision, you will be required to execute and date the Form of Acceptance hereto.

The Firm takes this opportunity to wish you all the best in your career and the Management looks forward to a mutually beneficial relationship with you.

May God bless and grant success to the work of your hands.

Yours faithfully


For………………..Limited

…………………., Human Resource Manager 
FORM OF ACCEPTANCE

I ……………………………. hereby accede to the revision of  my existing Letter of Appointment with the Firm as amended in this Letter.





…………signature………………
Name of Employee
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