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Resignation Letter — English Blank

Short - notice-period variant - fill by hand

3. Short Resignation Letter (English)

Date: Emp./ID:

To,

Subject: Resignation from the post of

Respected Sir/Madam,

l, (Designation: , Department:

), hereby resign

from my position with effect from

Proposed last working day: Notice period: days/months

Brief reason (optional):

Kindly accept my resignation and process relieving formalities. Thank you for the opportunity.

Place:
Contact:

Yours faithfully

4. Notice-period Resignation (English)

Date:

To, HR / Reporting Manager —

Subject: Resignation with notice period

Signature - Name - Emp. No.

l, (Designation: , Dept: , Emp.: ),

submit my resignation dated with a notice period of days/months.

Proposed last day: .1 am willing to support handover / project transition.

Handover notes:

Please also initiate experience / relieving letter process. Thank you.

Date: Signature
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