[Company Logo]   [Company Name]
NOTICE PERIOD CONFIRMATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



TO WHOMSOEVER IT MAY CONCERN
This is to confirm that [Employee Name], Employee ID [Employee ID], has been employed with [Company Name] since [Date of Joining] and is currently working as [Designation] in the [Department] department at our [Work Location] office.
[Employee Name] submitted a resignation on [Date of Resignation], which has been accepted by the company. As per the terms of employment, the notice period applicable is [Notice Period], and the employee is presently serving this notice.
	Particulars
	Details

	Date of resignation
	[Date of Resignation]

	Notice period
	[Notice Period]

	Expected last working day
	[Last Working Day]

	Relieving documents
	To be issued after exit clearance



The employee will be relieved from the services of the company on the last working day stated above, subject to completion of handover and the standard exit clearance process. The relieving letter and experience letter will be issued thereafter.
This letter is issued at the request of the employee for the purpose of [submission to prospective employer / verification]. It does not constitute a relieving letter.
For verification, please contact [HR Name] at [HR Email] or [HR Phone].

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
(Company Seal)
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