

Appendix E11 - Template Response to Resignation Letter

PRIVATE & CONFIDENTIAL
<Name>
<Address>



Dear <Name>

Thank you for your letter dated <date> giving notice of your intention to resign from the position of <role>.  I formally accept your resignation and confirm your last day of employment will be <date>.

Your annual holiday entitlement has been pro-rated up to your last day of employment and you therefore have <XX> hours holiday remaining which, if possible, should be taken during your notice period.   Any remaining leave will then be paid to you in your final salary payment. <or, if holiday taken exceeds the accrued entitlement you should confirm the excess amount and state that payment will be deducted from final salary>.

Your final pay date will be <date>, and your P45 and payslip will be forwarded to you shortly after this date.  <We will contact the pension provider to notify them of your leaving.> (If applicable) 

Please ensure that you return all equipment and keys on your last day of employment.

Please do not hesitate to contact me if you have any queries.

On behalf of <insert Church/PCC name>, I would like to thank you for the contribution you have made during your employment and wish you every success for your future. 

Yours sincerely,


<Insert Name>
<Insert Title>



