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Your ref:

Date: 15 October 2009
Address

Dear XXXXX
Resignation / Exit Questionnaire

I am writing to confirm receipt of your letter of resignation and am sorry to note that you will be leaving the organisation. I can confirm that your last working day will be XXXXXXX and your last day of paid employment will be XXXXXX. Payroll Services will issue you with your P45, which is normally forwarded with your final payslip. 

Your final payment will include pay in respect of XXXXX hours/days outstanding annual leave entitlement.

OR

Your final payment will be adjusted in respect of XXXXX hours/days annual leave taken in excess of your pro-rata entitlement.

When any member of staff leaves we ask them to complete a simple exit questionnaire – please see the enclosed letter and questionnaire.  If you would like to discuss your reasons for leaving in person, please don’t hesitate to arrange to meet either myself or an HR Advisor, who will be pleased to meet with you.  We are very keen to hear your views so please do use this facility.

If you are a trade union member, you may wish to check with your union representative to find out whether you are entitled to transfer your membership arrangements.

Would you also please ensure that you return your ID card, entrance fob and any equipment in your possession that belongs to NHS Cambridgeshire.  This should be returned on, or before, your final day of service.

I would like to take this opportunity to thank you, on behalf of NHS Cambridgeshire, for your service with the organisation.

May I also wish you all the best for the future.

Yours sincerely

Name

Job title

Address


Address


    Address


Postcode





Tel:  ????? ??????


Fax: ????? ??????





Direct Dial: ????? ?????? Email:firstname.surname@cambridgeshirepct.nhs.uk 


website: � HYPERLINK "http://www.cambridgeshirepct.nhs.uk" ��www.cambridgeshirepct.nhs.uk�


















