Company Logo & Head

Name: [Employee Name]															Date: [DD/MM/YYYY]
Designation: [Job Title]
Employee ID: [Employee ID]

Subject: End of Contract

Dear [Employee Name],

This letter is to formally notify you that your employment contract with Company Name will conclude on [Contract End Date – DD/MM/YYYY] in accordance with the terms, conditions, and notice period outlined in your employment agreement.

Please note that the contract will not be renewed beyond this date. Accordingly, your last working day with the company will be [DD/MM/YYYY].

You are requested to complete the exit formalities, including the return of company property, clearance procedures, and handover of all responsibilities, no later than [Last Working Day].

Your final settlement, including any dues payable as per UAE Labour Law and company policy, will be processed upon the completion of the clearance process.

We thank you for your contribution during your tenure and wish you success in your future endeavours.

For any further clarification, you may contact the HR Department at (email)




Sincerely,
[Employee Name]														Name:
Authorized Signatory											Date:
Company Name												Signature:
