








Private & Confidential

«Letter_Date»

Private & Confidential

«Title» «Initals» «Surname»
«Address1»
«Address2»
«Address3»
«Address4»
«Post_Code»


Dear «Title» «Surname»,

Re:  Resignation

I acknowledge receipt of your letter tendering your resignation dated <date>, and to confirm that your last date of employment with the Cardiff and Vale University Health Board as a <<Job Title>> will be the <<Date>>.  I can confirm that the Payroll Services Department has been informed accordingly and will forward you your P45 to the address shown above.

I have recalculated your annual leave based on your last date of employment and can confirm that you still have XX number of hours (X days) accrued annual leave to take. You must make every effort to use this leave up before you finish with the UHB, but if you are unable to do so, any outstanding leave will be paid to you in your final salary payment. 
OR 
I have recalculated your annual leave based on your last date of employment and can confirm that you have overtaken your annual leave entitlement by XX number of hours (X days) and this will be deducted from final salary payment. 

Please ensure that you return to me your identification badge and any UHB property e.g. keys, bleeps, work mobile phone, Laptop, uniform etc. before your employment ends.

As part of the UHB’s commitment to review and improve the services it provides for staff, it would be helpful if you would take a few minutes to complete an exit questionnaire to provide information about the reason(s) you are leaving your job. The exit questionnaire can be accessed via the Cardiff and Vale UHB Internet and Intranet Pages, and via the following link: https://www.surveymonkey.co.uk/r/uhwexit

I should like to take this opportunity to thank you for your services to the UHB and on behalf of the 
< Dept/Directorate > to wish you all the very best for the future.

Yours sincerely



< Line Manager>
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