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[Date]

Nadine Hill, Director
Civil Service Department
345 High Street, Ste 100
Hamilton, OH 45011

RE: Probationary Period Extension - [Name]

Dear Ms. Hill:

[Name] is a [Classification], and is due to complete his/her [number] month/day probationary period on approximately [Date]. I have spoken with him/her regarding her skills, and have informed her that I am recommending a [Number] day/month extension to his/her probationary period. He/she is aware of my concerns with her technical skills, and is anxious to remedy the situation. 

I feel that [Name] can do the work that is assigned to her, but she needs some time to [Describe specifics regarding the technical aspect]. I have seen an improvement recently that I believe will continue. 

Respectfully, 


[Appointing Authority’s Name]
[Title]

CC: [Department Director]
       [Director of Human Resources] 
       [Assistant Law Director – Labor and Employment]
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