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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Extension of Your Last Working Day
Dear [Employee Name],
Your resignation dated [Date of Resignation] was accepted with a last working day of [Original Last Working Day]. This letter records an extension of your notice period, as explained below.
Option A – Extension as per leave policy
During your notice period you were on leave for [Number] days ([DD/MM/YYYY] to [DD/MM/YYYY]). As per Clause [Clause Number] of the [Leave Policy / Exit Policy], leave availed during notice extends the last working day by an equal number of days. Your revised last working day is therefore [Last Working Day].
Option B – Extension by mutual consent
Following our discussion on [Date], you have kindly agreed to extend your service until [Last Working Day] to support [project / audit / handover to new hire]. For this extended period you will receive your regular salary and an extension allowance of [Amount] (write Nil if not applicable), payable with your full and final settlement.
All other terms and conditions of your employment continue unchanged until the revised last working day. Exit clearance and your relieving documents will be processed with the new date.
Please sign below to confirm your acceptance of the revised date.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
I agree to the revised last working day
[Employee Name]
Date: [Date]
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