[Company Logo]   [Company Name]
RESIGNATION ACCEPTANCE LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Acceptance of Your Resignation
Dear [Employee Name],
We acknowledge receipt of your resignation letter dated [Date of Resignation]. After discussion with your reporting manager, the management has accepted your resignation from the position of [Designation]. Your last working day with [Company Name] will be [Last Working Day].
Before your last working day, please complete the following:
1. Hand over your responsibilities, files and pending work to [Successor Name] and share a written handover note with [Reporting Manager].
1. Return all company property, including [laptop / mobile / SIM card / ID card / access card / tools], to the respective departments.
1. Obtain sign-off on the exit clearance form from IT, Admin, Finance and your department.
1. Attend the exit interview scheduled by HR on [Date].
On completion of the clearance, your full and final settlement will be processed within [number] days as per company policy, and your relieving letter and experience letter will be issued. The settlement will include your salary for days worked, eligible leave encashment and other dues, less any recoveries as per policy.
Please note that your obligations relating to confidentiality of company and client information continue after your exit, as set out in your appointment letter.
We thank you for your contribution to [Company Name] and wish you every success in the future. For any questions about exit formalities, please contact [HR Name] at [HR Email].
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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