



DELIVERY METHOD
Date 

Employee name
Address
City, State Zip

RE:  Acknowledgment of Resignation

Dear Dr./Mr./Ms. Employee:

This letter verifies that I have received and acknowledge your written/verbal resignation from your TITLE position in the DEPARTMENT NAME within the AREA at Washington State University. Based on the resignation notice that you provided to Name on Date, your resignation will be processed at the end of the business day on DATE 	Comment by Wilson, Zamatha (Zami): Select one or other

Please plan to return all WSU property and pick up your personal items prior to DATE. If there is an issue with this timeframe, please let me know and we will make other arrangements with you.

As you leave your employment with Washington State University, please visit the Human Resources (HRS) website at hrs.wsu.edu/separating-employee-information for information on how your separation from WSU impacts your benefits, including retirement program(s). The HRS Benefits staff members are available to answer your questions; please call 509-335-4521, or email hrs@wsu.edu for additional information.

Thank you for your service to Washington State University and I wish you success in your future endeavors.

Sincerely,


hrs.wsu.edu/managers/appointing-authority
Appointing Authority, TITLE


cc:	Supervisor, Title
Department File
	HRS Benefits Services
HRS Personnel File
