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[Date]


Dear [employee name]

Resignation
I confirm receipt of your letter of resignation dated [insert date].  I believe that you did this in the heat of the moment as a result of [insert details of events].
I would like to give you the opportunity to reconsider your decision and to attend a meeting with me at which we can discuss [insert details].
[bookmark: _GoBack]I would ask that you confirm your intentions to me by [insert date and time – 1 or 2 days].  If I have not heard from you by then I will accept your resignation and process your final payments and documentation.  
Should you have any queries, please do not hesitate to contact me.
Yours sincerely


[Manager name]
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