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Acceptance of resignation letter
Private and confidential
[employee name]
[address]
[date]
Dear [employee name],
Acceptance of resignation
This letter confirms that we accept your resignation. You handed in your resignation on [date resignation received]. Your last working day [will be/was] [last working day]. We will only pay you up to and including your last working day.
We will pay any holiday you are owed with your final salary. If you have taken more holiday than you built up, we will deduct this from your final salary.
[We may also deduct any training costs you owe us from your final pay.]
We will send your P45 to the home address we hold on file. A P45 is the form that shows your pay and tax for this tax year. We will send your final payslip shortly after your last working day.
Please keep your final payslip and your P60, if you have one, for your records. These documents show your pay, deductions and National Insurance number. A P60 is the form that shows your total pay and tax for a full tax year, if this applies to you.
[Please send any outstanding overtime or expense claims to the relevant team as soon as possible, so we can process them quickly.]
[Your contract contains restrictive covenants. These are legal terms that limit what you can do after you leave, for example working for a competitor. They will apply once you leave. You must read them carefully and follow them.]
Thank you for your work with us. We wish you every success in the future.
Yours sincerely,

[Name]
[Job title]
[Company name]
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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