DELETE BEFORE PROVIDING: Please be aware that when it comes to resignation, legally, notice in lieu can only be provided to an employee who resigns where the employee clearly mutually agrees or their contract or agreement (e.g. award or EBA) states this can be done.
Should the above not apply and a club elect to pay a resigning employee in lieu of notice anyway then please be aware this will change it to a termination at the initiative of the employer. 

{Insert Employee Name}
{Insert Employee Address}
{Insert Date}

Dear {Insert Name}
Acceptance of Resignation

We refer to your conversation with {Insert Name} on {Insert Date} where you provided your resignation.
OR
We refer to your letter dated {Insert Date} where you provided your resignation.
We acknowledge and accept your resignation and wish to advise you that {Insert Club Name} does not require you to work out your notice period and instead you will be paid any applicable notice period in lieu. Accordingly, your last day with {Insert Club Name} will be today, {Insert Date}. 
OR
We acknowledge and accept your resignation and as mutually agreed {Insert How it Was Agreed}, you will be paid any applicable notice period in lieu. Accordingly, your last day with {Insert Club Name} will be today, {Insert Date}. 
We request that you please return all Club property in your possession by {Insert Date} (delete if not relevant).
Any outstanding wages and accrued entitlements will be paid into your usual bank account on the date of termination OR within 7 days of your employment ending [NB: please be aware that a recent court case has stated that any payments due under the NES needs to be paid on date of termination e.g. notice payments, annual leave and redundancy pay while awards typically state it needs to be made within 7 days]. 
We would like to thank you for your service and wish you all the best in the future.

Kind regards,

{Insert Name}  
