Letter of Resignation

[Your Name] [Your Phone Number] [Your Personal Email Address]
[Date]
[Manager's Name] [Company Name]
Subject: Resignation - [Your Full Name]
Dear [Manager's Name],
Please accept this letter as formal notification that I am resigning from my position as [Your Job Title] at [Company Name]. My last day of employment will be [Your Final Date, e.g., Friday, May 1st].
I have decided to move on to a new opportunity that aligns with my current career goals. I want to thank you for the opportunity to work with the team over the past [Number] years/months. I truly appreciate the professional development and the experiences I’ve gained during my time here.
During my final [Number of weeks], I am fully committed to ensuring a smooth transition. I am happy to assist in training a replacement, documenting my current projects, and handing over all necessary files and responsibilities. Please let me know how I can best support the team during this period.
I wish [Company Name] and the team continued success in the future.
Sincerely,
(Signature for hard copies)
[Your Printed Name]

