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Respected Sir,

This is to inform you that today is my last working day in your company. I am given a position of Assistant General Manager at Pearl Solutions and I’ll joining there from the coming month.
I have cleared all my dues and I have handed over all the important papers and keys (my desk keys and my locker keys) to the HR. Also as mentioned by you, I have submitted the pending cases to Mr. Mark White who will continue the follow up.

Feel free to call me on my personal number 957-789-7412 or email me on david.taylor@gmail.com in future. Thank you for all the support.

Kind regards,

David Taylor
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