[Company Logo]   [Company Name]
NOTICE PERIOD – TERMS AND EXPECTATIONS
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Your Notice Period and Related Guidelines
Dear [Employee Name],
Further to your resignation dated [Date of Resignation], this letter sets out the arrangements that will apply during your notice period.
	Item
	Details

	Notice start date
	[Date]

	Notice period as per appointment letter
	[Notice Period]

	Last working day
	[Last Working Day]

	Handover to
	[Successor Name]

	HR coordinator
	[HR Name]



Guidelines during notice
1. Attendance: Please follow your regular working hours, shift and attendance marking as before.
1. Leave: As per the leave policy, [only emergency leave with manager approval will be allowed / leave availed will extend the last working day by the same number of days].
1. Handover: Complete the following by [Date]: [Deliverable 1], [Deliverable 2], [Deliverable 3], and share a written handover note with your manager.
1. Company information: Do not copy, forward or delete company or client data. Return all documents and storage devices to your manager.
1. Assets: Company assets will be collected on your last working day as part of exit clearance.
1. Unserved notice: If notice is not served in full, a recovery for the shortfall may apply as per Clause [Clause Number] of your appointment letter, unless a waiver is approved in writing.
Your salary and benefits will continue as usual until the last working day. Your full and final settlement will be processed after exit clearance as per policy.
Please contact [HR Name] if you have any questions. We appreciate your cooperation in ensuring a smooth transition.
Regards,

	______________________________
For [Company Name]
[HR Name]
Human Resources
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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