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“r2se shg— ‘Resignation’
‘Please accept this letter as my formal notice of resignation from the position of Office manager
with Inside Plus Private Limited- My Last day of employment at Inside Plus will be 30" January
2022
It has been a great pleasure working for Inside Plus and 1 am thankful for the experience and
knowledge [ have gained during my time in the position of Office Manager-
In addition, as I have completed 3 years, 10 months of work at Inside Plus, I would like to request

for my balance annual leave pay before am leaving the company-
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«~2s= »~5 ‘Acceptance of Resignation Letter’

‘This is to confirm receipt and acceptance of your letter of resignation (received 27" November
2021), from the position of Office Manager at Inside Plus Private Limited, which is to be effective

on 27" January 2022-
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