Receipt of Resignation letter

This letter should be used to confirm receipt of the employee resignation and sets out how the process will be handled.
Please place this letter on to your letterhead

Dear [insert employee’s name],
I am sorry to learn that you have decided to leave [insert organisation’s name] and would like to confirm the [acceptance/receipt] of your resignation as at [insert date of receipt].

[Use one of the following paragraphs:]
1. You are obliged within your contract to give [insert number of weeks/months] notice and I therefore confirm that your last day of work will be [insert date].
or
2. Your contractual notice period is [insert number of weeks/months], and this would end on [insert date]. You will be paid up to and including that date. We have, however, mutually agreed that you will leave [insert organisation’s name] before this period has expired, on [insert date], and you will be paid up to and including that date.
or
3. Your contractual notice period is [insert number of weeks/months], and this would end on [insert date]. In light of the sensitive nature of your role we have agreed that you will leave [insert organisation’s name] early, on [insert date], and receive a payment in lieu of notice of [insert amount].
or
4. Your contractual notice period is [insert number of weeks/months], and this would end on [insert date]. In light of the sensitive nature of your role I would like you to take a period of ‘garden leave’ in accordance with clause [insert clause number] of your contract. During this time you will not be required to attend work and will continue to be subject to and benefit from all terms and conditions of employment as normal. It is a condition of your employment that you do not to make contact with suppliers, customers or colleagues during this period.

Please ensure that you have returned all property belonging to [insert organisation’s name] before leaving. This includes, where applicable: [eg company car, security pass, company credit card, tools, laptop computer, mobile phone, and any documents or files (both hard copies and those held electronically) – delete/add as applicable].

I would like to take this opportunity to remind you of a number of clauses within your contract of employment:

[Cut and paste in clauses relating to confidentiality agreements, restrictive covenants and non-poaching clauses.]
I wish you all the best for the future and thank you for your contribution to [insert name of organisation] over the past [insert number] of years.

Yours sincerely,

Insert Manager Name

Insert Job Title

