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Our Reference: [Employee Number]
				
Strictly Private & Confidential 				

[Name]
[Address 1]
[Address 2]
[Address 3]
[Postcode]

Dear Name,

Following our recent discussion I’m pleased to confirm that you are now considered permanent in role. There’ll be no other change to your existing terms and conditions as issued in your original contract.
 
I look forward to continuing to work with you.

Yours sincerely
 

 
[Name] 
[Position]
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