AGENCY Employee Introductory Period Extension - DRAFT
(Date)
(Name of Employee)
(Employee Home Address)

Dear [Name of Employee]:

Pursuant to our conversation/meeting on [date] (if applicable)….This letter is to inform you that your introductory period as a [insert title] in the Department of [insert department] is being extended through [date – employer may choose time frame – could be 30, 60 or 90 days for example] due to
the inability to fully assess your performance due to [insert reason(s)].

This extension will provide you with additional time to perform the full range of responsibilities, and demonstrate your ability to more fully and consistently meet outlined expectations for this position, and will also provide your supervisor the opportunity to perform the initial 90-day introductory period performance evaluation.  
If you have any questions or would like to discuss this extension further, please contact me.
Sincerely,

[Human Resources Name and Contact Information]
