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YOUR COMPAMY SLOGAN HERE

BelUsfasishslafa%

To whom It May Concern

This Is ta infoem and certify that M. Stesen John was working as a full-time warker with ‘The
ShowCase Company’, California. He was warking as ‘HR manager’. s per the employee recard, his
tenure of ernployment with us was fiee years fram 12" Janwary 2012 - 13" Febnuary 2017,

Dauring his time with us, we found him a hardworking person with excellent communicatian,
leadership, and management skills. He prowed himeell as an exoepticnal tearn-worker throughoit

his job. Hi frlendly and candid personality changed the atmaosphere of our 48 department and

increased the productivity of the depariment to a great extent

in addiion e his job desorgnbon that I11:III'||_l'|I1|:|I\J'.'|I'.".'| ManagEmant of all HR LEsUEs, e weas Jllu'!?.lr'i

ready ta take other resporsbiities 2 well. Over his employment period, he had superdsed and
managed many projects. in addition, he had conducted many training seminars and personal

sessions which were naot a part of his job description. On vankous occasians, he had helped people

fram rany diferent departmeints as wel in the performance af their tasks.

He wias a very responsible, dedicated and dependable empioyves. W find great pheaswre in
prowl cing this certificate to ascertain his capabiities and skdls. We wish him the very best of buck!

1 you need anmy cocuments related to his erployment with us, feel free to contact us.

RBgArDs,

Joe Smikh.
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COVID-19 Layoff Letter Template

[Campany Name]
[Street Address]
[City, ST 2IP Code)
[Date]

Dear [employee name]

Vrogret to infarm you that due to the COVID-19 pandemsic, It has become necessany
for the company to temporarity reduce its workforoe.

You will be laid aff effective from [insert date]. We will communicate patential
relurn dates as we |earn mane about this sdue

You will receive certain layoff benefits which are listed below:

|List benefits]



T,

AGM,
Siate Bank of India.
RACHC, Mumbai.

SUB ; Consent Letier for Part Disbursement to the Builder on behalf of me
Dear Sir,

| have been sanctioned Housing Loan of Rs, = from SBI wort my Loan
Account muember

Ot of which, so far, | have got Rs, - dishbursed fo the Bunbder, BEnchosed

is'ane the Original Payment Recepé(s) acknowledged by Bualder for past disbursal{s)

Simee my umdler comstmaction property has reached : 5 from the balance,
kKmdly ammange to debat my koan accoqmt and dsburse I-h,_ « box thi b bder

Sance e 1= of cssence, | would hke vou to transfer the saod money to0 Builder™s bank
accoum via MNEFT/RTOS, Followings are the detmls

mame ¢ Lodha [Dwellers Povate Limmted Bserow AL 063 | 2000000

Hank Name ; Kolak Mahindra Bank Lid

Branch Adddress | Vimay Bhavya Complex, i~ Flaor, 153kA 5T, Bosd EKalma,
santacrar East, Mamba - S{C00RF

Account Mo 5 063 1 207O0CMHIS6

IFEC Code : KKBKOMMGA

MICE Code @ MES010

Kindly da the meed Tul latest by
Thanks in anticipation

Yours Sincercly,

Borrower,

There are two formats which this letterhead usually takes (as seen in the below examples), both are correct. Step 4 - Conclusion Your letter’s conclusion must include a formal sign-off, your signature, and your printed name. Boulder, CO, 45881 Step 2 - Add a Salutation/Introduction Your letter will begin with a formal salutation and a brief
introductory paragraph. I cannot think of another company which could have provided a better training. It should clearly indicate the reasons why the employee wants to leave, and the issues, if any, faced by them during their tenure. Your management skills and the great client relationships that your business maintains have made this one of the best
work environments that I have ever enjoyed. This includes a letterhead which will list your name and your personal contact information, the date, and the name, position, and office contact information of your employer. Sample 1 Ross Angus 423 Macaulay St. Princeton, NJ, 56001 March 31, 2017 Carol Windsor Manager Ministry Sound Tech 233
Senator Avenue Princeton, NJ, 56001 Dear Ms. Windsor, Please accept this letter as notice of my immediate resignation from the position of Events Technician at Ministry Sound Tech, effective April 1st, 2017. Vide this letter, it is also informed to you that all the payments due to you by the organization has been cleared and there are no other dues
which is payable by the organization to you. Boulder, CO, 45881 Example #2 Itzel Rodriguez 324 Elm St. Boulder, CO, 45012 itzelrodriguez@email.com April 21, 2017 To: Jeremy Brooks Owner & Manager Trig Consultants 425 Remington Ave. I am confident that any replacement you hire will be able to pick up where I left off without too much
difficulty. I apologize for not being able to give you more notice, and I humbly ask that you accept my resignation from the position of Accountant and Co-Manager this day, January 11th, 2017. We at Aditya Birla Capital wish you all the best in your future endeavours. Thank you for all that you have done for me. I sincerely appreciate the opportunities
that I've had at Consolidated over the past six years. This also certifies that you were a bonafide employee of Aditya Birla Sun Life Insurance Limited from 08-May-18 to 07-Sep-18. I will miss you and everyone else at the office. Example #2 I have formed many valuable professional relationships and gained much on-field experience while working at
Stately Home Realtors. Your direction and mentorship are the two leading factors that make Timecore a successful business. Step 3 - Body Paragraph(s) The body paragraph(s) of your letter serve to make your letter of resignation fuller, while adding a positive light. Although it is rarely permitted for an employer to refuse an employee’s resignation,
it is a usual formality for you to ask that your resignation be accepted. I hope to continue my career in this spirit, and I would like to thank you for the many lessons that you taught me. Please be assured that all records and filings are current and up-to-date. Example #1 Dear Mrs. I hope that we can stay in touch. You can contact me by email or
phone if you have any questions or need to speak with me for any reason. I will be able to come by the office next week. Working for Ministry has given me the opportunity to start a career as a sound technician and I will be forever grateful for that. As a courtesy, you may also include a concluding paragraph. In this paragraph, you can restate your
gratitude towards your employer and extend an invitation for them to contact you in future if they ever need (if you have not done so in your letter already). Submit your Immediate Resignation Letter Submit a signed copy of the Immediate Resignation Letter to a supervisor or HR representative. Yours Sincerely, Frank Webster Professional
Accountant Sample 3 Dear Sue, Regrettably, I must announce that I will be departing from my position as Chief QA officer at Consolidated Industries, Inc. As you may note in both examples, it is common practise to issue your resignation as a request. Companies are less sympathetic of employees whose short notice stems from their own oversight,
but if you do not explain your motivation, management might assume the worst. You can reach me at my personal phone number or by email. Your sudden resignation may trigger resentment and greatly inconvenience your employer. Lemieux, It is with great regret that I must give notice of my resignation, effective immediately. While I wish that I
could have provided more advanced notice, a family emergency has compelled me to relocate by March 12,2017. Regards, Ron Wood In the examples provided above, both authors have invited their employer to contact them if necessary and have also provided their contact information (this is often included in the letterhead as well or
instead). How to Write an Immediate Letter of Resignation Step 1 - Start with a Formal Letterhead Your letter should follow the formal business letter format. I ask that you accept this as formal notice of my immediate resignation from my position as Senior Supervisor. What to Include Like any resignation letter, this notice should be specific and
clearly indicate: The employee’s intended date of departure Any specific plans for the transition How to Immediately Resign from a Job 1. The same has been accepted and you are relieved from the services of the company with effect from close of office hours on 07-Sep-18 as Branch Relationship Officer in our Hdfc Bank Relationship function. We
would like to draw your attention to your continuing obligations towards the company including that of confidentiality with respect to all proprietary and confidential information of the company and its customers that you have had access to during the course of employment with the company. While I am aware that this in breach of the terms of my
employment contract, I ask that you waive this clause, due to my extenuating personal circumstances. If you could send my employment record and any outstanding wages to my home address before June 1st, it would be greatly appreciated. Schedule a meeting to broach this difficult topic. Regrettably, I am no longer be able to fulfill my duties here
at Lion Investments. You shouldn’t focus on why you are resigning. Note in the second example how the author’s information and the date are indented in the top right-hand corner of the letter. Example #2 Dear Mr. Donaldson, Please accept this letter as notice of my formal resignation from the position of Accounts Manager, effective today,
February 14, 2017. Presenting a carefully written letter with some explanation for the immediate resignation can help to smooth things over. 2. Sincerely, Elaine MaclIntyre emacintyre@email.com (555) 555-5555 Example #2 I offer my sincere apologies for not being able to give you any more notice regarding my resignation. A resignation
letter communicates to the organization that the employee is no longer interested in being employed by them. You may also use the body of your letter to offer your help or to make any other necessary arrangements with your employer. Save a copy for personal records. Express gratitude and be specific in your praise where possible. Example #1 Itzel
Rodriguez 324 Elm St. Boulder, CO, 45012 itzelrodriguez@email.com April 21, 2017 Jeremy Brooks Owner & Manager Trig Consultants 425 Remington Ave. Sincerely, John Collins 3. I will miss working with you and the rest of the Ministry Sound team. If you have any questions or need to speak with me for any reason, don’t hesitate to contact me.
Could you please have my vacation pay and final cheque kept aside for me to pick up? It has been a real pleasure to work for you these past four years. If I can be of assistance in training my replacement, let me know and I will see what I can do. Thank you for everything that you do at Blue Ridge to make it such a great place to work. You should
make clear that you are resigning from your position, and what your last day of work must be. Try to give 2-weeks notice Even if 2-weeks notice will not be feasible, try to provide as much advanced warning as possible. I have always been impressed by the professional attitude of all my co-workers, both in the field and at the office. Please advise of
any additional actions that I might take to minimize the strain of my departure. 4. It is only after careful consideration that I have come to this decision, and I regret any inconvenience that it may cause. REF: ABSLI/HR/REL/18/520605 26th Nov, 2018 Vineet Kumar 520605 Branch Relationship Officer Hdfc Bank Relationship Dehradun Sub: Relieving
Letter Dear Vineet Kumar, This has reference to your letter of resignation dated 26-Oct-18. It is my intention to make this transition as hassle-free as possible. Example #1 Thank you for giving me the opportunity to head the graphics team at Dream Media; it has been an invaluable experience. I'll always look back fondly on my time spent here. Call
employer promptly Time is of the essence, so communicate as soon as it becomes clear that a departure is imminent. Instead, say something about what you personally enjoyed or gained while working with this employer. Thank you for your time. If there is any way that I can be of service over the next week, please feel free to contact me at: (555)
555-5555. Yours sincerely, For Aditya Birla Sun Life Insurance Limited Shobha Ratna Head - HR & Training Updated May 17, 2022An immediate letter of resignation is a written notice to inform an employer of an employee’s imminent departure. My final day of work will be March 7, 2017. Merriam Peters, Due to circumstances beyond my control, as
of May 24th I can no longer continue working at PetersBrook. I am very sorry that I am not able to leave on better terms. The patience and support that you and the rest of the management team showed me during my training is truly appreciated. Regrettably, I will be unable to come into the office or work past that date. It is often best to speak in
person. Ideally, the immediate resignation is compelled by circumstance and not due to employee negligence. State reasons for sudden leave Since short notice goes against the grain and can sour professional relationships, it often helps to share some background information about the change. Sincerely, Ross Angus (555) 555-5555 Sample 2 Frank
Webster 1514 Medallion Rd. Anchorage, AK, 99523 (555) 555-5555 January 11th, 2017 To: Madeleine Lemieux Owner & Manager Blue Ridge Surveying Company 12 Parc St. Anchorage, AK, 99501 Dear Mrs. Example #1 I would like to extend my humble gratitude for all the opportunities and experiences afforded to me during my time working with
you. Professional standards usually require two-weeks notice, so leaving more promptly can ruffle feathers and create logistical challenges.
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