Company logo and Head

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

Subject: Acceptance of Resignation

Dear [Employee Name],

This is to formally acknowledge receipt of your resignation dated [DD/MM/YYYY]. We hereby accept your resignation from your position as HR at Company Name. Your Last working day including notice period will be XX/XX/XXXX, in accordance with UAE Labor Law. Please note the following:

· Your notice period of 30/14 Days will commence from the date of Resignation.
· You are required to complete all pending tasks and handover responsibilities to the designated successor or reporting manager.
· All company property, including documents, access cards, electronic devices, and confidential information (if any), must be returned prior on upon your last working day.
· Your visa cancellation process will begin upon your last working day.
· Your salary up to your last working day, unused annual leave, and End-of-Service Benefits (EOSB) will be calculated as per UAE labor law.
· The EOSB will be finalized after your last working day and processed once the necessary approvals are obtained.
· The complete Exit and Settlement process may take 1–2 weeks to clear the payment. The HR department will guide you regarding final settlement, clearance, and issuance of your experience certificate.
· Kindly acknowledge receipt of this letter and confirm your understanding of the notice period, handover requirements, and settlement process.

We sincerely appreciate your contributions during your tenure with Company Name and wish you continued success in your future professional endeavors.



Sincerely,
[Employee Name]
Authorized Signatory
Company Name
