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“During the period of employment, if the employer wishes to terminate the employment, the
employer shall give 30 working days’ notice in advance in written form. If the employee
wishes to resign from the job for any reason before the completion of the employment

contract, the employee must give 30 working days’ notice in advance.”
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Dear HR Manager,

Please accept this letter as a notice of my resignation from the position of accounts officer
at MHPA LLP due to a better career opportunity at a prospective company- My last working
day would be 3rd June 2021 (Thursday)
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As per terms of my employment contract, I am liable to give 1 month notice before resigning-
However, I got the job offer very last minute and I have to report to my new work on Sth

June 2021, Saturday- Hence, my sincere apologies for the delayed notice.”
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“Dear Namiya,

Thanks for your email- Your resignation from your position has been accepted effective on

31st May 2021 and I will proceed with your resignation checklist

Please be informed that your last working day would be 30th June 2021 (one month notice
period) according to your employment contract- Per firm protocol, you are required to do a
proper handover and return all firm-owned material and to clear your workspace at an
appropriate time during your notice period- If a complete handover is completed while serving
your notice period, there are possibilities that we would be able to release you on an earlier

date.”
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“Dear Namiya

Your employment contract and firm’s protocol regarding the notice period, you are required
to give a 30 days’ notice period along resignation- However, as you were not able to complete
the 30 days’ notice period due to your reasons mentioned in the emails and according to the
employment act, you are required to pay for the days you were not able to complete during

your period-”
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