Date:
To
[The Recipient]
[Designation]
[Company Name]
Subject: Acceptance of a Resignation Letter
Dear Allan,
This is with reference to your resignation letter received on [date]. You are hereby informed that your resignation letter for the post of assistant manager HR has been accepted by management. You will be relieved from your services with effect from the 1st of December 20XX.
Allan, it will be difficult for us to find a sincere employee like you. The HR department will not be the same in your absence. You have been an asset to this company throughout your employment period. You always amazed us through your excellent and professional working skills. We witnessed your growth from an HR internee to a manager-level post. The way you handled many difficult projects was awesome and you are also being awarded a certificate of excellence for this purpose.
As per company rules, the HR department is bound to settle your dues before you leave the company. We have also forwarded your resignation letter to the accounts department and HR department for final settlement. Moreover, an information sheet for exiting employees is also being attached with this letter. It contains information about payment of group insurance and final payment to relieving employees. Please read it carefully and if you have any concerns regarding your benefits, you may contact the accounts department.  
Keeping the traditions of this company, you are also requested to participate in an exit interview to provide us with valuable feedback. This is optional for you but if you participate, it will be appreciated. If you agree then inform us through email so that necessary arrangements for the same could be made.
In the end, you are directed to return any company property you still have in your possession on or before the last date of your employment.
Your valuable services for this company will always be remembered. We wish you all the best for your bright future.
Regards,
Management
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