Date

Mr. John Smith
23/4, Park Avenue,
New York- 555-888

Dear John,

This is with reference to your resignation letter. Your resignation has been accepted by our management. You have been an integral part of our company since 05/09/05 and played a key role in achieving organizational goals.

Please arrange to obtain a Clearance Certificate from your Department Head, which will be forwarded to Accounts Department to enable them to settle your dues.

I am sure your diligence and hard work will stand you in good stead in your new organization and I wish you all the best in your future assignments. You will be relieved from the services at the closing hours of this date.

Best wishes,

(Paul Smith)
Authorized Signatory
(Amcan Pvt. Ltd)
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