








Date:
RESIGNATION LETTER 

From

Name
: ……………

Emp.No…………

To

The Authorized NAME,

Company NAME
Sir,

Sub:  Resignation under Voluntary Retirement Scheme – Lumpsum Payment (Compensation Amount).

This has reference to the Voluntary Retirement Scheme communicated vide your Notice Dt.
I wish to avail the Voluntary Retirement Scheme and would like to leave the services of the company at the earliest.  I would like to avail of the benefits given below, as announced by you in the notice.  

Lumpsum Payment / (Compensation Amount) as per your notice dt. 
I therefore, hereby tender my resignation on my free will from the service of the company.  I may be relieved from the services of the company at the earliest and my dues may be settled in full & final settlement at the earliest.

I state that my desire to leave the service has been made on my own volition without any external pressure and coercion and it is irrevocable under any circumstances.

I am resigning from the services of the company on the clear understanding that I cease to be an employee of the company once I opt to go out under this scheme.

I also understand that I will not be entitled for any other benefits except mentioned in your notice.

I hereby solemnly assure, declare and undertake that I will not at any point of time claim or demand any other or higher benefits than what is contemplated in the scheme, or make any claim or have recourse to any proceedings against the company regarding my ceasing to be in service pursuant to this opting to voluntary retire.

I hereby nominate ………………………. Who is my ………….. ……………………….. as my nominee to receive the money under voluntary retirement scheme in case of my demise before receiving the due amount from the company.

Signature of the Employee

ACCEPTANCE LETTER

Name: 

Emp.No.: 

Sir,

Sub:  Acceptance of your resignation letter dt:              under Voluntary Retirement Scheme as per our Notice Dt.

This has reference to your letter of resignation dt.              under the Voluntary Retirement Scheme. Your resignation is accepted and you will be relieved from the service of the company on              after the close of duty hours. Your final dues will be settled on or before                       . 

We also note that you wish to avail the benefits under the Voluntary Retirement Scheme announced by us as per our notice.  We accept your resignation and you will be granted a compensation amount ( lumpsum payment) as given below:

a. Compensation amount ( Lumpsum Payment)

           as per our notice.                                                    Rs.

Please note that the above amount shown is exclusive of deductions.  The net amount after deductions will be paid to you together with your final dues.  Please also note that you will cease to be an employee of the Company with effect from

Kindly sign the duplicate copy of this letter in acceptance and total agreement of the contents of this letter.

We thank you for your services rendered to the company and wish you a VERY HAPPY AND PEACEFUL LIFE.

Thanking you,

Yours faithfully.

For COMPANY NAME
Authorized Signatory
ACCEPTANCE LETTER

Name: 
Emp.No

Sir,

Sub:  Acceptance of your resignation letter dt:                  under Voluntary Retirement Scheme as per our Notice Dt.

This has reference to your letter of resignation dt.                under the Voluntary Retirement Scheme. Your resignation is accepted and you will be relieved from the service of the company on              after the close of duty hours. Your final dues will be settled on or before 

We also note that you wish to avail the benefits under the Voluntary Retirement Scheme announced by us as per our notice.  We accept your resignation and you will be granted a compensation amount ( lumpsum payment) as given below:

a. Compensation amount ( Lumpsum Payment)

           as per our notice.                                                    Rs.

b. Incentive (If company Wish)


 
Rs.   







Total

Rs.

Please note that the above amount shown is exclusive of deductions.  The net amount after deductions will be paid to you together with your final dues.  Please also note that you will cease to be an employee of the Company with effect from 

Kindly sign the duplicate copy of this letter in acceptance and total agreement of the contents of this letter.

We thank you for your services rendered to the company and wish you a VERY HAPPY AND PEACEFUL LIFE.

Thanking you,

Yours faithfully.

For COMPANY NAME
Authorized Signatory
