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NAME
ADDRESS


DATE


Dear 

Letter of Resignation

I am writing to acknowledge your email/letter regarding your resignation, dated [DATE].

Your last day of employment with PCC/PARISH NAME will be [DATE]. You will be paid your normal salary up until this date.

You will have accrued a total of [XX] days/hours annual leave up to your leave date. Please can you confirm how many days/hours annual leave you will have taken by your leave date, so that I can calculate any payments or deductions in respect of annual leave in your final salary. 	Comment by Simone Smith: You must pay any accrued but untaken annual leave in their final pay, or allow them to take it before they leave. If they have taken more than they have accrued then you can deduct this from their final pay. Please ensure that in their statement of main terms and conditions, that you have this written in there to make it a lawful deduction from wages.

I have enclosed an exit interview form for you to complete nearer to your leave date and send back to me. If you would like to have a meeting to discuss this form, please let me know.	Comment by Simone Smith: It is always good practice to have an exit interview with an employee to address any issues that they raise

We would like to thank you for the valuable work you have done as a valuable member of the PCC/PARISH NAME and wish you God’s blessing and happiness for your future.  

Yours sincerely


Name

Job Title
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