




STRICTLY PRIVATE AND CONFIDENTIAL
[NAME] [SURNAME]
[EMPLOYEE ADDRESS]



[DATE]
Dear [NAME]
Resignation response
I am writing further to receipt of your [verbal resignation on [DATE] OR [email/letter] dated [DATE] where you have advised of your intention to resign from your employment.
[OPTIONAL PARAGRAPH IF HAVE GIVEN OFFER TO RECONSIDER Within our previous letter we asked you to reconsider your resignation and gave you additional time to consider whether you were firm in your intention to resign. Following this, you have [stated you are firm in your intentions to resign OR failed to respond to the Company’s offer to reconsider]. To reiterate, the Company has not requested your resignation, however in line with your request, the Company will now proceed to process your resignation.]
I confirm that [it is with regret] that the Company accepts your resignation. 
Your notice
Under your contract of employment you are required to give [INSERT] notice. 
[OPTION 1 – IF WORKING NOTICE This aligns with the notice you have given. Your final date of employment will therefore be [DATE].]
[OPTION 2 – IF PAYING IN LIEU The Company does not require you to work your notice and you will be paid in lieu of this. Your final date of employment will therefore be [DATE].]
[OPTION 3 – IF PLACING ON GARDEN LEAVE As of the date of this letter you are no longer required to attend work, unless specifically requested to do so, and this letter is to confirm that you have been placed on Garden Leave in accordance with your contract of employment. You should therefore refrain from attending the offices or contacting any of our customers, suppliers, employees, officers or representatives. However, you shall remain employed by the Company and must be available during normal working hours to deal with any work-related matters that may arise. You shall continue to receive your normal salary and contractual benefits up to your final day of employment.
During your notice period, you should not undertake any other business or profession without our prior written consent, or be or become an employee, officer or agent of any other firm, Company or person. 
Therefore, your final date of employment will be [DATE].]
[OPTION 4 – IF AGREEING NO NOTICE You have stated that you do not wish to work your notice period. This letter is to confirm that the Company agrees to release you from your contractual obligations in respect of your notice requirements. To make clear, you will not receive pay in respect of this period of unworked notice.
Therefore, in line with the notice you have given, it is accepted that your final day of employment will be [DATE], being the date you initially resigned.]
[OPTION 5 – IF AGREEING SHORTER NOTICE You have stated within your resignation correspondence that you wish to leave earlier than your contractual notice period. This letter is to confirm that the Company will agree to vary your notice period, and so agrees to release you from your contractual obligations in respect of your notice requirements. 
Therefore, in line with the notice you have given, it is accepted that your final day of employment will be [DATE].]
[OPTION 6 – IF AGREEING IMMEDIATE EFFECT As you have resigned with immediate effect, you have failed to provide the necessary notice as per your contract. However, the Company is prepared to release you from your contractual obligations in these circumstances. To make clear, the Company has in no way requested your resignation, however your resignation has been processed in line with your request, you will not however receive notice pay for this period of unworked notice.
Therefore, in line with the notice you have given, it is accepted that your final day of employment will be [DATE], being the date you initially resigned.]
[OPTION 7 – IF DON’T AGREE IMMEDIATE EFFECT The Company wrote to you by letter dated [DATE] which was sent to you in response to your resignation which failed to give the required notice under the terms of your contract. Within this letter it was made clear to you that should you fail to adhere to the contractual notice requirements stated in your contract of employment, this would result in your resignation being in breach of contract. Despite this, I am disappointed to understand that you failed to honour the terms of your contract and work your notice period. 
Your resignation has therefore been processed from the date you resigned, which was [DATE].
As you are in breach of contract, the points stated in the Company’s previous letter may now become enforceable and the Company will be taking legal advice on this matter.]
Return of property
I would like to remind you that you should return all property belonging to the Company which is in your possession, including documents (including copies), credit cards, keys or other property of the Company or its customers, clients, or suppliers. Failure to return property could result in deductions from your final pay so please do ensure all property is returned. 
Obligations after employment
May I also take this opportunity to remind you that both during and after the end of your employment, you remain bound by the confidentiality obligations contained in your contract of employment, which covers your duty of confidentiality in relation to the Company’s trade secrets, affairs, dealings, organisations, business, finance and concerns which you have been involved with or been associated with during your employment with Company.
[OPTIONAL DELETE IF NOT RELEVANT Further, I draw your attention to the post termination restrictions clauses contained within your contract of employment, which remains binding after the termination of your employment.]
Holidays
OPTION 1 – [You are entitled to a payment in respect of any accrued but untaken holiday. I have calculated that you are owed [INSERT] and so you will receive a payment in lieu of this within your final pay.] 
OPTION 2 - [As you have taken more holiday than your pro-rated entitlement for the holiday year to the date of termination then [you will not be entitled to any pay in lieu of holiday, however as a good will gesture the Company will not recover these sums from you] OR [the Company will deduct £[AMOUNT] from your final salary payment]].
OPTION 3 – [As you have used all your accrued holiday entitlement, there is no payment owing to you in respect of holidays.]
OPTION 4 (IF ON GARDEN LEAVE) – [As you will be placed on Garden Leave for your notice period, as per clause [INSERT] of your contract of employment, you will be deemed to have used any remaining annual leave during this period of Garden Leave. Therefore, there will be no further payments owing to you in respect of holiday upon termination of your employment.]
I confirm that your P45 and final payslip shall be sent to you under separate cover in due course detailing the final payments due to you.
[OPTIONAL Finally, I would like to thank you for your contribution to the Company over the course of your employment with us and on behalf of the Company may I wish you the very best for the future.]
Yours sincerely,


[NAME]
On behalf of ***Employer name***





