PERSONAL
Dear 

Intention of resignation


I acknowledge receipt of your letter dated [XX] and note your intention to resign from your post of [XX] at [XX].

Complaint

I am concerned about the issues you have raised in relation to <xx> and I would therefore like to give you the opportunity to rescind your resignation so that these matters may be investigated / included in the ongoing disciplinary process <delete as appropriate>.   If this is something you wish to consider, please get in touch with me by <date>.

I would propose to delay processing your resignation until <date> when we would hope to have received your decision on whether or not to rescind this.  If we do not hear from you by <date> then we will have no option but to process your resignation as requested.  

Yours sincerely  

