LETTER ACCEPTING RESIGNATION WHERE RESIGNATION DOES NOT SUGGEST ANY BASIS FOR COMPLAINT

Dear [INSERT NAME]

I write to acknowledge receipt of your letter of resignation dated [INSERT DATE], [confirming your termination date as [INSERT DATE.]] OR [Your letter of resignation did not provide a termination date.  Under your contract you are required to give [INSERT AMOUNT] of notice.  On this basis, your termination date will be [INSERT DATE].  Please confirm that this is the date that you intend to leave our employment.]

[INCLUDE IF YOU OPERATE EXIT INTERVIEWS][It is our practice to meet with employees who choose to resign from our employment to conduct an exit interview.  We will be in touch with you in due course to arrange this.]

[INCLUDE IF YOUR CONTRACT ALLOWS YOU TO PUT YOUR EMPLOYEE ON GARDEN LEAVE AND YOU CHOOSE TO DO SO][In accordance with your contract, we do not require you to attend work during your notice period unless specifically requested to do so.  You will continue to be our employee and must be available and contactable during working hours to deal with any work-related issue.  Unless you have our express permission to do so, you must not contact any clients/suppliers/employees/representatives during your notice period] 
[You will continue to be paid as normal during your notice period and remain subject to your terms and conditions of employment. You must not carry out any work for any other business or organisation during your notice period nor commence employment for anyone else during this time.]
[You must return to us immediately the following [INSERT ITEMS] of Company property.  Those items which are part of your contract of employment, namely [INSERT DETAILS E.G. COMPANY CAR must be returned on or before your termination date.]

[INSERT WHERE THERE ARE CONFIDENTIALITY CLAUSES/POST TERMINATION RESTRICTIONS] We remind you that you remain bound by the following terms both during your notice period and after the termination of your employment [INSERT DETAILS OF ANY CONFIDENTIALITY CLAUSES AND/OR POST TERMINATION RESTRICTIONS].]

[INSERT IF YOU CAN CONTRACTUALLY REQUIRE THE EMPLOYEE TO TAKE HOLIDAY DURING THE NOTICE PERIOD AND WISH THEM TO DO SO.] You have [INSERT NUMBER] of days holiday outstanding.  You are required to take this holiday during your notice period at times agreed with [your manager/the HR team. 
Yours sincerely

