Resignation Acceptance Letter
[Company Name]
[Address] | [City, State, PIN] | [Phone] | [Website]
Date: [DD Month YYYY]
To,
[Employee Name]
[Job Title], [Department]
Employee ID: [_____]
Subject: Thank You and Confirmation of Your Resignation
Dear [First Name],
Thank you for letting us know about your decision to move on (resignation dated [Resignation Date]). We're genuinely sorry to see you go, but we accept your resignation, and your last working day will be [DD Month YYYY], as per policy.
I also want to recognize your contributions here, particularly [one or two specific highlights, e.g. leading the Q4 launch, supporting the Mumbai rollout, mentoring new hires]. You've made a real difference, and the team genuinely appreciates it.
To keep the transition smooth for everyone, please:
1. Complete the handover to [Manager/Team] by [DD Month YYYY]
1. Return company assets (ID card, laptop, access cards, etc.) to [Admin/IT/HR]
Your full and final settlement will be processed within [X] working days of your last day, and once clearances are complete, we'll share your relieving letter and experience certificate. If you need anything in the meantime, documents, references, or guidance, reach out to [HR Contact Name] at [HR Email] / [Phone].
We're genuinely rooting for your next chapter. Stay in touch, [LinkedIn/Alumni Link], and don't hesitate to reach out if we can help.
Warm regards,
[Authorized Signatory Name]
[Designation], Human Resources
[Company Name]
