[Company Logo]   [Company Name]
ACKNOWLEDGEMENT OF RESIGNATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Acknowledgement of Resignation Received on [Date of Resignation]
Dear [Employee Name],
This is to acknowledge that the Human Resources department received your resignation from the position of [Designation] on [Date of Resignation] through [email / letter / HRMS]. Your resignation has been recorded in your personnel file with this date.
As per your appointment terms, your notice period is [Notice Period]. Based on the date of receipt, your tentative last working day would be [Last Working Day]. Please treat this date as provisional until you receive the formal acceptance letter, which will confirm the final date and exit formalities.
Your reporting manager, [Reporting Manager], and I would like to meet you on [Date] at [Time] to understand your decision and discuss the handover plan. This meeting is a routine part of our process and does not affect your right to resign.
Until the last working day, please continue with your regular duties and follow the attendance and conduct rules applicable to all employees.
For any queries, please contact [HR Name] at [HR Email] or [HR Phone].
Regards,

	______________________________
For [Company Name]
[HR Name]
Human Resources


Cc: [Reporting Manager]
Personnel file
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