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Resignation Letter by Employee, Employer Acceptance 

07/25/2014
Dear xxxx xxxxx: 

We accept your resign from YPW Spanish Immersion Preschool effective xxxxxx, with regret. We appreciate your generous offer to continue to work for up to two additional weeks, but believe it is in everyone’s best interests to accept your resignation effective xxxxxxx. 

Please turn over your keys and other School property today before leaving. 
We appreciate your willingness to answer any questions we may have in the near future by phone or email. 

1. Let us remind you the “Confidentiality Statement” you signed when staring to work for YPW: 
“Required Confidentiality. For so long as Employee shall remain employed by Employer and for a period of one year after termination of employment with Employer for any reason, Employee shall not disclose or communicate any "Confidential Information" of Employer to any person or entity other than Employer nor use said "Confidential Information" for any purpose or reason other than the benefit of Employer. For purposes of the preceding sentence, "Confidential Information" means (but is not limited to) any information regarding Employer's business methods, business policies, procedures, techniques, research or development projects or results, sales information of any kind, financial information of any kind, trade secrets or other knowledge possessed by Employer which is not generally known by individuals outside of the Employer (including Employer's employees, consultants, and advisors). Also, "Confidential Information" shall additionally include, but not be limited to, the follow information of Employer:
1. Customer lists or other customers information;

2. Sales strategy, tactics or methods;

3. Information pertaining to products or services under development;

4. Internal company reports of any kind;”

We will instruct payroll to make xxxxxx your last day of work with regard to all pay.

With best regards, 

____________________________ 
__________________




Monica Moreno, Director 

Date
____________________________  __________________

xxxxxxxxx


 
Date
