	[Company Name]
[Address]
Phone:    ·   Email: 



	Date: ________________
________________________________
Subject: Acceptance of your resignation
Dear _________________________,
This is to acknowledge your resignation letter dated ________________. Your resignation from the post of ______________________ in the _________________ department of _______________________________ has been accepted.
Your last working day will be ________________.
Before your last working day, please hand over your work and return all company property, documents and information in your possession.
Your relieving letter and experience letter will be issued, and your full and final settlement processed, on your last working day.
We thank you for your contribution and wish you every success in your future endeavours.
Yours sincerely,
For ______________________________

____________________________

Received.

	Signature
	
	Name
	
	Date



