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Subject: Resignation acceptance

Dear Mr. Elvis, 

This email acknowledges the receipt of your resignation sent on November 15, 2019. We have reviewed your case, and I’m glad to inform you your resignation has been accepted. 

Based on your email, your last day at work will be on December 1, 20XX. In this respect, you’re invited for an exit meeting on November XX, 2019, at 9.00 am at the HR manager’s office to discuss your departure formalities and any other relevant matter. 

Finding a replacement for your position will be a challenging task, but we appreciate working for us for the past six years — all the best in your following projects. 

Sincerely,

(Signature)
Jasper Toomey





