To,
[The Recipients]
Subject: Termination letter for unsuccessful probation

Dear Williams,
I am Stewart, CEO of the company in which you were selected as a probationer six months ago. You are directed to consider this letter as an intimation of termination. I had never thought of writing any employee like this, but you know that there are some hard rules settled down by each company and these are to be obeyed by all means. While receiving the appointment letter as a probationer, you were made aware of this fact that your employment will be regular and permanent on fulfillment of two conditions;
· Provided that you show satisfactory performance in terms of completing all the assigned tasks on time and
· Provided that you successfully meet the strict company, standards set for the regularization of an employee as described in your contract also.
After a detailed deep observation and evaluation of your work by our officials, it has been decided that your contract will not be extended anymore. It means that your probationary period with this company is being terminated and you will no longer be a part of our organization from 1st of September 20XX, as decided by evaluators. All this happened because you have failed to meet the standards of performance to convert a probationer or a contract employee into a regular one.
For now, you are directed to surrender all the company property, records, vehicles, identity cards, and other belongings that had been in your use during this period. Please hand over all such belongings before the termination date. At the same time, you are being advised to work harder and never give up because this is not the end. Thank you for serving our company and we wish you all the best of luck for your future endeavors.
Yours sincerely,
[XYZ]
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