Employee
Address

Date
Dear :

Congratulations on completing a very successful probationary period. I am happy with your performance and am excited to have you as a part of our _____________________ Team.
Your initial starting annual salary was $___________. With the successful completion of your probationary period, your annual salary has been increased to $______________ effective the first pay period in _____________. 

Your health insurance with __________________ will become effective on ______________. 
Should you have any questions, please let me know.
Sincerely,

