[Company Logo]   [Company Name]
RESPONSE TO RESIGNATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Your Resignation Dated [Date of Resignation] – Unable to Accept as Submitted
Dear [Employee Name],
We have received your resignation dated [Date of Resignation] requesting relieving on [Requested Date]. After review, we regret that the company is unable to accept the resignation on the terms submitted, for the following reason:
1. Option 1 – Notice period: Clause [Clause Number] of your appointment letter requires [Notice Period] notice or payment in lieu. Your request does not meet this requirement.
1. Option 2 – Pending inquiry: A domestic inquiry under charge sheet Ref. No. [Reference Number] is in progress, and as per [Standing Orders / Policy Name] the matter must be concluded before separation is processed.
1. Option 3 – Service agreement: Your [training / service] agreement dated [Date] sets out the exit process in Clause [Clause Number], which has not yet been followed.
This letter does not deny your right to resign. To move forward, you may serve the notice period with a revised last working day of [Last Working Day], request a notice buyout as per policy, or submit a fresh resignation following the agreed process. We are also open to considering a partial notice waiver if business handover can be completed earlier.
Please meet [HR Name] on or before [Date] to agree the next steps. Until then, you are expected to continue your duties as usual. All your earned salary and statutory dues remain payable as per law and policy.
Yours sincerely,

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