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(Date)
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(Date
)
(Employee Name)
(Employee Address)

Or 

(Hand delivered)
RE:  Acceptance of Employment Resignation 

Dear (Employee Name):
The purpose of this letter is to acknowledge and accept your resignation. Your employment resignation is effective (insert date). I appreciate the service that you have provided the citizens of Round Rock while working at the (department name). 
Please take the following steps to complete the employment separation process with the City of Round Rock:  

· Contact the HR Office at (512) 218-5490, to inquire about completing an exit interview. 

· In order to receive any other benefits you may be entitled to, contact the Benefits Division of the Human Resources Department, at (512) 218-5490 located on the 1st floor of the Business Center, 231 E. Main Street, Suite 100.                                                                                                                                                                       

· Contact the Texas Municipal Retirement System, regarding your retirement fund options at (512) 476-7577 or visit their location at 2717 Perseverance Dr, Ste. 300, Austin, TX 78731.  
· If you have participated in Deferred Compensation, contact Nationwide Retirement Solutions at (Toll Free) (877) 677-3678 or visit their website location at www.nrsforu.com.

· As part of the final separation process, please submit your City identification, return the (number) City uniforms and/or equipment (if issued) to your supervisor.  If you have any questions regarding your final paycheck, please contact the Human Resources Department at (512) 218-5490.  
Please contact me at (512) 218- should you have any questions or require additional information regarding this matter. 
(Director Name)
(Department Name) 

xc:      Sandra Duran, Director of Human Resources & Civil Service

Employee Personnel File

