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PRIVATE AND CONFIDENTIAL
Guidance — Complete all fields in [square brackets] before sending and delete this guidance note. Send promptly - ideally within a few working days of receiving the resignation. Keep the tone warm and professional, and retain a copy on the employee's file.
 
	DATE
	[Insert Date]

	TO
	[Employee Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	FROM
	[Manager / HR Name and Job Title]

	RE
	Acknowledgement of Your Resignation



Dear [Employee First Name],
▪ Acknowledgement of Your Resignation
Thank you for your letter/email dated [Date], in which you gave notice of your resignation from your position as [Job Title]. I am writing to acknowledge and formally accept your resignation.
In line with your contractual notice period of [e.g. one month], your final day of employment with [Organisation Name] will be [Last Working Day]. If this date does not match your understanding, please contact me as soon as possible so that we can confirm it.
While we are sorry to see you go, I would like to thank you for your contribution during your time with us and wish you every success for the future.
▪ What Happens Next
•   Handover: please work with me to plan an orderly handover of your work, responsibilities and any ongoing projects before your final day.
•   Annual leave: your remaining leave balance is [X days]. Please [book any outstanding leave before your last day / note that any accrued but untaken leave will be paid in your final salary], in line with policy.
•   Company property: please return all organisation property by your last day, including [ID badge, laptop, mobile phone, keys, access cards and any documents].
•   Final pay: your final salary, including any outstanding entitlements and deductions, will be paid on [the usual pay date / date].
•   References: any reference requests will be handled in line with our usual practice.
•   Exit interview: we would value your feedback and invite you to take part in an exit interview. [HR / Name] will be in touch to arrange this.
•   Please ensure any important passwords, procedures, client information and work instructions are documented before your final day.



If you have any questions about any of the above, or about your leaving arrangements, please do not hesitate to contact me or [HR contact].
We hope to maintain a positive relationship with you and thank you again for your contribution.
With best wishes for the future.

Yours sincerely,

[Name]
[Job Title]
[Organisation Name]
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
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