
Concise and to-the-point, suitable for official records

Dear [Employee Name],

This is to formally acknowledge your resignation from [Company Name]. Your request for early

release is approved, and your last working day will be [Early Release Date].

Thank you for your service.

Sincerely,

[HR Manager Name]

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/acceptance-of-resignation-letter-with-early-release


