To
[The Recipient]
[Designation]
[Company Name]
Dear Ms. Jane Smith,
You have been placed on an observation period since August 2021 and your performance for the past few months was evaluated carefully. The evaluation was based on your work performance, sincerity with your work, and how efficiently you performed your assigned tasks. We also took into consideration the feedback from HR and your colleagues.
Based on these observations, we are pleased to announce that you performed remarkably well in all categories and have passed the evaluation stage favorably. You have worked with dedication and sincerity and have completed all the tasks assigned to you successfully.
We also observed that you also reported working on time every day which is a quality we expect to see in all our employees. Therefore, we have collectively decided to promote you to a permanent designation.
We congratulate you on this transition!  We also wish to inform you that you will get a salary raise of $3000 which will now amount to $6000 per month. Moreover, you will also get an annual increment of 7% on your salary. In addition to this, we will offer you medical insurance for you and your immediate family which includes your parents, spouse, and children. You will be allowed 3 paid leaves per month and paid leaves for any medical emergencies as well.
Please visit us at the office at your earliest so we can discuss this in detail and sign the new contract with you as soon as possible. We wish you all the best and we are excited to see what you will do in the future as our permanent worker.
Regards,
Office management.
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