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Resignation Acceptance
TO:
Name and Title of Employee 

FROM:
Name and Title of Department Head
DATE:
Enter Date

SUBJECT:
Acceptance of Resignation 
The (ENTER DEPARTMENT NAME) at Augusta University accepts your (verbal or written) resignation received on (ENTER DATE).  Your last date of employment with the (ENTER DEPARTMENT NAME) will be (ENTER DATE). <Other verbiage regarding the person’s employment with Augusta University and your department can be added in here, for example: Thank you for the dedication and service you have provided to the department and Augusta University, you will be greatly missed, etc. >

On or before your last scheduled day of work, you will be expected to return to me all Augusta University property issued to you, including the identification badge, departmental keys, computer equipment and any other supplies.  Please also be prepared to work with us to transition any active projects or duties that you are currently handling. 
Please make an appointment with Human Resources for your last day so that you can submit the signed clearance form provided to you in order to complete the required clearance process, and to discuss the conversion of your benefits and COBRA coverage.

Again, thank you for your service to Augusta University.  We wish you the best.





Date

Supervisor
Please check all that apply:



Items retrieved by department:

( Document issued in person



( Key(s)

( Document mailed on ____________ 


( ID Badge

( Rehire Eligibility Status (REQUIRED)

( PCard

· Eligible for Rehire



( Computer Equipment

· Conditional*



 
( Other __________________________

· Ineligible for Rehire** 






*If your rehire eligibility status is Conditional, you may appeal the status through AU Human Resources.

** Ineligible for Rehire designations require USG System Office approval.  Once AU Human Resources receives the status determination, you will receive official notification of the eligibility determination by mail from AU Human Resources.
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