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Employee Name

Department
Date

Dear

I am in receipt of your letter tendering your resignation and am sorry to hear that you will be leaving the team.

I write to confirm our acceptance of your resignation and to record your final day of employment with the Hotel as ………….…………….. (date)

In order to avoid any unnecessary delay in processing final payments, please ensure that you return your uniform, name badge and any other items of company property in your possession.

I would like to take this opportunity to thank you for your contribution to Beales Hotels and wish you every success for the future. 

Yours sincerely

For Beales Hotels

General Manager



Updated May 2008

