To
[The Recipient]
[Designation]
[Company Name]
Dear Mr. Aston Brown,
Good day! We are pleased to inform you that you have been transitioned to permanent employment at our company, Crescent and Co. We have made this decision based on your performance over the past few weeks where you were placed on probation.
We observed that you worked exceptionally well, were punctual every day, and met all the deadlines you were given. You are a great team player and work well with your colleagues.
You have all the qualities we wish to see in our employees, and we have no doubt that you will prove to be a great addition to our already great permanent team. Your hard work and dedication didn’t go unnoticed, and therefore we have made a unanimous decision to employ you as a permanent worker at our company.
We also wish to inform you that permanent employment will be accompanied by a rise in salary. Your new salary will amount to $5000 per month. In addition, you will also be eligible for employee benefits which will include three paid leaves every month, medical insurance, and rent allowance.
Please visit us at the HR office tomorrow so we can discuss all these things in detail. You will be required to sign a new contract with us listing new details regarding your job. We wish you all the best!
Regards,
Office management.
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