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[DATE]

[NAME AND ADDRESS OF EMPLOYEE]

Dear [EMPLOYEE’S NAME]

RE: Resignation of Employment

We acknowledge receipt of your letter of resignation dated [DATE].

After consultation with you we accept your resignation and confirm that your employment with [NAME OF BUSINESS] will cease as at [DATE]. 
We understand your reasons for resignation and appreciate the time you have dedicated to our business.

Final payment of wages, as agreed, will be forwarded to you within three working days of your resignation date.

We wish you all the best for your future endeavours.

Yours sincerely

Employer
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