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[bookmark: _GoBack]Xx,xxx , 2020

Mr. xxxxxx
Tel. 
email


Dear xxx,

RE: ACCEPTANCE OF RESIGNATION  

In response to your resignation letter, which you submitted on xxxxxxx date xxxx , I want to inform you that we accepted your resignation and will release you of your duties on XXXX, xx 2020, which will be your last working day. Thank you for the early notice.	Comment by Adv. Colin P. Gatete: Future date ncorporating the notice period.

We appreciate your full cooperation in the remaining period in order to transfer your tasks and duties to facilitate a hangover in the smoothest way possible; such as ;

a) make sure your company computer files and email accounts are appropriately closed before leaving. 
b) hand back security and parking passes and any other company property such as badges, uniforms, computers, and phones.
c) all personal items and personal files are cleared from your workspace.

If you have any questions about the enclosed documentation or any other issue in general, please do not hesitate to contact me or the HR department. 


Thank you again for working with us.

Sincerely,
xxxxxxx
