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Date
H 1

Dear
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As per the probationary evaluation received from your supervisor and department head,
it has been brought to our attention that certain aspects of your work needs to be
developed and improved before confirmation of permanent employment.
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n view of this, you are hereby advised that your initial probationary period, which ended

o] ¢ I , will be further extended for a period of two months ending on
............... , after which your performance will be reviewed and reevaluated.
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If you are unclear as to the exact areas that require improvement, please do not hesitate
to see your department head or alternatively myself.
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Yours sincerely,
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Human Resources Manager/Personnel Manager
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cc. Department Head
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