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Letter — Acceptance of Resignation

(Employee Name)

This letter will acknowledge the receipt and the Company’s acceptance of your decision,
as per your correspondence of (Date), indicating you have resigned your position with
(Company Name).

Please find enclosed your final pay, Record of Employment and your accrued vacation
pay.

To assist you in your transition to alternate employment, as a gratuitous gesture, we will
maintain your benefits until (Date); all benefit coverage will expire as of this date.

We wish you success in your future endeavors.

Sincerely,

(Your Name)

(Your Title)

(Your Phone Number)

(Your Email@company.com)

Templates and policies from HRDownloads.com are provided for clients of our service. Customers may use this
document as is, or as a starting point for their own documents. HRDownloads.com assumes no responsibility for the
enforcement or effectiveness of its templates and policies. Always consult legal counsel before implementing any new
policies or procedures at your organization.



