                         Resignation  ACCEPTENCE  Letter Template
[Date]

[Employee Name]

[Home Address]

Dear [NAME]:

This letter confirms that you have verbally resigned your position as [Title] with Columbia University effective [DATE] and that I have accepted your resignation.  Your last day of work will be [DATE].  I wish you well in your future endeavors.

Sincerely,

[Supervisor Name]

[Title]
