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WRITE	A	PROFESSIONAL	RESIGNATION	LETTER	..	With	an	Example!	When	it	comes	to	resigning	from	a	job,	there	are	several	things	you	need	to	consider.	One	of	the	most	crucial	aspects	is	writing	a	resignation	letter.	This	letter	informs	your	employer	of	your	decision	to	leave	and	helps	to	ensure	that	the	transition	process	is	as	smooth	as	possible.
Writing	a	resignation	letter	may	seem	like	a	daunting	task,	but	with	the	right	resignation	letter	example,	you	can	make	it	a	breeze	writing	one	yourself!	In	this	article,	we	will	discuss	some	essential	elements	to	include	in	a	resignation	letter	and	provide	you	with	some	examples	that	you	can	use	for	your	specific	situation.	By	following	these	guidelines,
you	can	ensure	a	smooth	and	respectful	transition	out	of	your	current	role	and	leave	on	good	terms	with	your	employer.	A	resignation	letter	should	be	brief	and	to	the	point	while	also	conveying	your	gratitude	for	the	opportunity	to	work	with	the	company.	Here	are	some	essential	elements	to	include	in	your	resignation	letter:	A	clear	statement	of	your
intention	to	resign.	The	date	on	which	your	resignation	is	effective.	A	brief	explanation	of	why	you	are	resigning	(optional).	A	statement	expressing	your	gratitude	to	your	employer	for	the	opportunity	to	work	with	them.	A	statement	offering	to	assist	with	the	transition	process.	Your	contact	information.	A	signature.	Now	that	you	know	what	to	include
in	a	resignation	letter,	its	time	to	choose	the	template	thats	right	for	you.	Below	are	some	resignation	letter	examples	that	you	can	customize	based	on	your	specific	job	situation.	When	its	time	to	resign	from	a	job,	its	essential	to	do	so	with	professionalism	and	grace.	A	resignation	letter	is	a	formal	way	to	inform	your	employer	of	your	decision	to	leave
and	to	provide	a	clear	timeline	for	your	departure.	This	resignation	letter	example	can	be	used	for	a	variety	of	situations,	whether	youre	leaving	for	a	new	job,	retiring,	or	any	other	reason.	[Your	Name][Your	Address][City,	State	ZIP	Code][Your	Phone	Number][Your	Email	Address]	[Date]	[Employers	Name][Employers	Address][City,	State	ZIP	Code]
Dear	[Employers	Name],	Please	accept	this	letter	as	my	formal	resignation	from	my	position	as	[Job	Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date].	Thank	you	for	the	opportunity	to	work	with	[Company	Name],	and	I	am	grateful	for	the	experience	and	knowledge	gained	during	my	time	here.	I	am	committed	to	making	the	transition
process	as	smooth	as	possible	and	will	ensure	that	all	my	duties	are	completed	before	my	last	day	of	work.	Please	let	me	know	if	there	is	anything	else	I	can	do	to	assist	with	the	transition.	Sincerely,	[Your	Name]	*Remember	to	write	two	weeks	notice	instead	of	2	weeks	notice	to	use	professional	resignation	letter	formatting.	[Your	Name][Your
Address][City,	State	ZIP	Code][Your	Phone	Number][Your	Email	Address]	[Date][Employers	Name][Employers	Address][City,	State	ZIP	Code]	Dear	[Managers	Name],	Please	accept	this	letter	as	my	formal	resignation	from	my	position	as	[Job	Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date],	providing	a	two-week	notice	as	per	my
employment	agreement.	Thank	you	for	the	opportunity	to	work	with	[Company	Name],	and	I	am	grateful	for	the	experience	and	knowledge	gained	during	my	time	here.	I	am	committed	to	making	the	transition	process	as	smooth	as	possible	and	will	ensure	that	all	my	duties	are	completed	before	my	last	day	of	work.	Please	let	me	know	if	there	is
anything	else	I	can	do	to	assist	with	the	transition.	Sincerely,	[Your	Name]	[Your	Name][Your	Address][City,	State	ZIP	Code][Your	Phone	Number][Your	Email	Address]	[Date]	[Employers	Name][Employers	Address][City,	State	ZIP	Code]	Dear	[Employers	Name],	I	regret	to	inform	you	that	I	am	resigning	from	my	position	as	[Job	Title]	at	[Company
Name],	effective	immediately.	I	understand	that	this	sudden	resignation	may	cause	some	inconvenience,	and	I	apologize	for	any	disruption	this	may	cause	to	the	team.	However,	due	to	unforeseen	circumstances,	I	must	step	down	from	my	position	immediately.	Please	let	me	know	if	there	is	anything	I	can	do	to	help	with	the	transition	during	my
remaining	time	here.	I	am	willing	to	assist	in	any	way	possible.	Sincerely,	[Your	Name]	Making	the	decision	to	resign	from	a	job	can	be	a	difficult	one,	especially	when	it	is	due	to	personal	reasons.	This	type	of	resignation	can	often	leave	the	employer	and	colleagues	questioning	what	went	wrong	or	what	could	have	been	done	differently.	However,
sometimes	personal	circumstances	change,	and	it	becomes	necessary	to	put	personal	needs	first.	Dear	[Managers	Name],	Please	accept	this	letter	as	my	formal	resignation	from	my	position	as	[Job	Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date].	I	regret	to	inform	you	that	I	am	resigning	due	to	personal	reasons.	While	it	was	a	difficult
decision	to	make,	it	is	the	best	course	of	action	for	me	at	this	time.	I	am	grateful	for	the	opportunity	to	work	with	[Company	Name]	and	appreciate	the	experience	and	knowledge	gained	during	my	time	here.	Now	I	am	committed	to	making	the	transition	process	as	smooth	as	possible	and	will	ensure	that	all	my	duties	are	completed	before	my	last	day
of	work.	Please	let	me	know	if	there	is	anything	else	I	can	do	to	assist	with	the	transition.	Sincerely,	[Your	Name]	Relocating	to	a	new	city	or	state	is	an	exciting	opportunity,	but	it	can	also	be	a	challenging	time.	One	of	the	most	significant	steps	in	the	process	is	resigning	from	your	current	job.	To	make	the	process	smoother,	its	important	to	provide
your	employer	with	a	clear	and	concise	resignation	letter.	This	resignation	letter	example	is	designed	specifically	for	those	who	are	leaving	their	job	due	to	relocation.	Dear	[Managers	Name],	I	am	writing	to	inform	you	that	I	am	resigning	from	my	position	as	[Your	Position]	at	[Company	Name].	My	last	day	of	work	will	be	[Date],	providing	two	weeks
notice	as	required	by	my	employment	contract.	After	much	consideration,	I	have	decided	to	relocate	to	[City,	State]	to	be	closer	to	my	family.	This	decision	was	not	easy,	but	I	have	come	to	realize	that	it	is	the	best	course	of	action	for	me	and	my	family.	Unfortunately,	this	means	that	I	must	leave	my	position	at	[Company	Name].	I	am	incredibly
grateful	for	the	opportunities	that	[Company	Name]	has	provided	me	during	my	time	here.	Now	I	have	learned	a	great	deal,	and	I	have	enjoyed	working	with	my	colleagues.	I	will	miss	my	role	here,	but	I	am	excited	about	this	new	chapter	in	my	life.	Now	I	want	to	ensure	a	smooth	transition	for	my	colleagues	and	my	replacement.	I	will	do	everything
in	my	power	to	complete	all	outstanding	projects	before	my	last	day	of	work.	Additionally,	I	am	more	than	happy	to	help	with	the	training	of	my	replacement	or	any	other	tasks	that	will	help	to	make	this	transition	easier.	Thank	you	for	your	understanding	and	support	in	this	matter.	It	has	been	a	pleasure	working	with	you	and	the	team,	and	I	wish
everyone	at	[Company	Name]	all	the	best	for	the	future.	Sincerely,	[Your	Name]	Leaving	a	job	for	a	better	opportunity	is	an	exciting	time,	but	its	important	to	resign	in	a	professional	and	respectful	manner.	A	resignation	letter	is	a	formal	way	to	inform	your	employer	of	your	decision	to	leave	and	to	provide	a	clear	timeline	for	your	departure.	This
resignation	letter	example	is	designed	for	those	who	are	resigning	due	to	a	better	opportunity,	providing	a	clear	and	concise	statement	of	your	decision	to	leave	while	also	expressing	gratitude	for	your	time	with	the	company.	Dear	[Employers	Name],	Please	accept	this	letter	as	my	formal	resignation	from	my	position	as	[Job	Title]	at	[Company	Name].
My	last	day	of	work	will	be	[Date].	I	am	resigning	because	I	have	accepted	a	new	job	opportunity	that	aligns	better	with	my	long-term	career	goals.	I	am	grateful	for	the	opportunity	to	work	with	[Company	Name]	and	appreciate	the	experience	and	knowledge	gained	during	my	time	here.	Now	am	committed	to	making	the	transition	process	as	smooth
as	possible	and	will	ensure	that	all	my	duties	are	completed	before	my	last	day	of	work.	Please	let	me	know	if	there	is	anything	else	I	can	do	to	assist	with	the	transition.	Sincerely,	[Your	Name]	As	we	grow	in	our	careers,	its	natural	to	seek	out	new	challenges	and	opportunities	for	growth.	If	youre	resigning	from	your	job	due	to	career	growth,	its
important	to	communicate	your	decision	in	a	professional	and	respectful	manner.	This	resignation	letter	template	is	designed	for	those	who	are	resigning	due	to	career	growth,	providing	a	clear	and	concise	statement	of	your	decision	to	leave	while	also	expressing	gratitude	for	your	time	with	the	company.	Dear	[Managers	Name],	Please	accept	this
letter	as	my	formal	resignation	from	my	position	as	[Job	Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date].	I	am	resigning	because	I	have	received	a	new	job	offer	that	offers	greater	opportunities	for	career	growth	and	advancement.	While	it	was	a	difficult	decision	to	make,	it	is	the	best	course	of	action	for	me	at	this	time.	I	appreciate	all
the	opportunities	[Company	name]	has	provided	me	for	these	past	years.	Now	I	believe	that	the	skills	I	have	acquired	will	be	of	great	value	to	me	in	the	future.	I	am	committed	to	making	the	transition	process	as	smooth	as	possible	and	will	ensure	that	all	my	duties	are	completed	before	my	last	day	of	work.	Please	let	me	know	if	there	is	anything	else
I	can	do	to	assist	with	the	transition.	Sincerely,	[Your	Name]	Sometimes,	despite	our	best	efforts,	we	find	ourselves	in	a	job	that	doesnt	align	with	our	values	or	personal	goals.	If	youre	resigning	from	your	job	due	to	job	dissatisfaction	or	an	unfit	company	culture,	its	essential	to	communicate	your	decision	in	a	professional	and	respectful	manner.	This
resignation	letter	template	is	designed	for	those	who	are	resigning	due	to	job	dissatisfaction	or	unfit	company	culture,	providing	a	clear	and	concise	statement	of	your	decision	to	leave	while	also	expressing	gratitude	for	your	time	with	the	company.	Dear	[Managers	Name],	Please	accept	this	letter	as	my	formal	resignation	from	my	position	as	[Job
Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date].	I	am	resigning	due	to	job	dissatisfaction	and/or	an	unfit	company	culture.	After	careful	consideration	and	reflection,	I	have	come	to	the	conclusion	that	it	is	best	for	me	to	move	on	and	find	a	work	environment	that	better	aligns	with	my	personal	values	and	career	goals.	I	appreciate	the
opportunity	to	work	with	[Company	Name],	and	I	am	grateful	for	the	experience	and	knowledge	I	have	gained	during	my	time	here.	However,	I	believe	that	it	is	in	my	best	interest	to	seek	employment	elsewhere.	Now	I	am	committed	to	making	the	transition	process	as	smooth	as	possible	and	will	ensure	that	all	my	duties	are	completed	before	my	last
day	of	work.	Please	let	me	know	if	there	is	anything	else	I	can	do	to	assist	with	the	transition.	Sincerely,	[Your	Name]	Sometimes,	health	issues	arise	that	make	it	difficult	or	impossible	to	continue	working	in	your	current	job.	In	these	cases,	its	important	to	communicate	your	decision	to	resign	in	a	professional	and	respectful	manner.	This	resignation
letter	template	is	designed	for	those	who	are	resigning	due	to	health	reasons,	providing	a	clear	and	concise	statement	of	your	decision	to	leave	while	also	expressing	gratitude	for	your	time	with	the	company.	Dear	[Managers	Name],	I	am	writing	to	inform	you	that	I	am	resigning	from	my	position	as	[Your	Position]	at	[Company	Name].	My	last	day	of
work	will	be	[Date],	providing	two	weeks	notice	as	required	by	my	employment	contract.	This	decision	has	not	been	an	easy	one,	but	due	to	my	health,	I	have	decided	that	it	is	in	my	best	interest	to	step	down	from	my	current	role.	[Explain	your	reasons	in	a	respectful	and	professional	manner,	without	going	into	too	much	detail	about	your	health
condition.]	I	am	grateful	for	the	opportunities	that	[Company	Name]	has	provided	me	during	my	time	here,	and	I	will	always	remember	the	skills	and	experiences	that	I	have	gained.	I	am	committed	to	ensuring	a	smooth	transition	and	will	work	to	complete	any	outstanding	projects	before	my	departure.	Please	let	me	know	if	there	is	anything	specific
that	I	can	do	to	make	the	transition	easier	for	my	colleagues	or	my	replacement.	I	am	also	happy	to	assist	with	the	training	of	my	replacement	or	provide	any	other	support	that	may	be	required	during	this	time.	Thank	you	for	your	understanding	and	support	in	this	matter.	I	am	proud	to	have	been	a	part	of	the	[Company	Name]	team	and	wish	you	all
the	best	for	the	future.	Sincerely,	[Your	Name]	Family	is	one	of	the	most	important	aspects	of	life,	and	sometimes,	circumstances	arise	that	require	us	to	prioritize	our	family	above	all	else.	If	youre	resigning	from	your	job	due	to	family	reasons,	its	essential	to	communicate	your	decision	in	a	professional	and	respectful	manner.	This	resignation	letter
template	is	designed	specifically	for	those	who	are	resigning	due	to	family	reasons.	It	provides	a	clear	and	concise	statement	of	your	decision	to	leave	while	expressing	gratitude	for	your	time	with	the	company.	[Your	Name][Your	Address][City,	State	ZIP	Code][Your	Email	Address][Todays	Date]	[Employers	Name][Company	Name][Address][City,
State	ZIP	Code]	Dear	[Managers	Name],	I	am	writing	to	inform	you	that	I	am	resigning	from	my	position	as	[Your	Position]	at	[Company	Name].	My	last	day	of	work	will	be	[Date],	providing	two	weeks	notice	as	required	by	my	employment	contract.	This	decision	has	not	been	an	easy	one,	but	after	much	consideration,	I	have	decided	that	it	is	in	the
best	interest	of	my	family	for	me	to	step	down	from	my	current	role.	[Explain	your	reasons	in	a	respectful	and	professional	manner,	without	going	into	too	much	detail	about	your	personal	life.]	I	am	grateful	for	the	opportunities	that	[Company	Name]	has	provided	me	during	my	time	here,	and	I	will	always	remember	the	skills	and	experiences	that	I
have	gained.	I	am	committed	to	ensuring	a	smooth	transition	and	will	work	to	complete	any	outstanding	projects	before	my	departure.	Please	let	me	know	if	there	is	anything	specific	that	I	can	do	to	make	the	transition	easier	for	my	colleagues	or	my	replacement.	I	am	also	happy	to	assist	with	the	training	of	my	replacement	or	provide	any	other
support	that	may	be	required	during	this	time.	Thank	you	for	your	understanding	and	support	in	this	matter.	I	am	proud	to	have	been	a	part	of	the	[Company	Name]	team	and	wish	you	all	the	best	for	the	future.	Sincerely,	[Your	Name]	Retirement	is	a	significant	milestone	in	ones	life.	Resigning	from	a	long-term	job	is	thus	a	crucial	part	of	this	process.
Dear	[Managers	Name],	Please	accept	this	letter	as	my	formal	resignation	from	my	position	as	[Job	Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date].	I	am	retiring	from	my	position	after	[Number	of	Years]	years	of	service	with	[Company	Name].	It	is	time	for	me	to	move	on	to	the	next	chapter	of	my	life,	and	I	am	looking	forward	to	the
opportunities	and	challenges	that	retirement	will	bring.	I	am	grateful	for	the	opportunities	I	have	had	while	working	at	[Company	Name],	and	I	appreciate	the	experience	and	knowledge	gained	during	my	time	here.	Now	I	want	to	thank	you	and	the	entire	team	for	the	support	and	guidance	provided	throughout	my	career.	I	will	commit	to	making	the
transition	process	as	smooth	as	possible	and	will	ensure	that	all	my	duties	are	completed	before	my	last	day	of	work.	Please	let	me	know	if	there	is	anything	else	I	can	do	to	assist	with	the	transition.	Sincerely,	[Your	Name]	In	todays	rapidly	evolving	job	market,	remote	work	is	becoming	increasingly	popular	as	employers	embrace	the	benefits	of	a
flexible	workforce.	For	many	professionals,	the	opportunity	to	work	from	home	is	a	major	draw.	Working	from	home	does	offer	better	work-life	balance,	enhances	productivity,	and	the	ability	to	work	from	anywhere	in	the	world.	In	this	resignation	letter	example,	we	provide	an	example	of	how	to	resign	from	a	position	due	to	an	exciting	remote	work
opportunity.	This	letter	is	suitable	for	individuals	who	have	been	offered	a	remote	position	with	another	company	and	wish	to	leave	their	current	employer	to	pursue	this	new	opportunity.	Dear	[Managers	Name],	I	am	writing	to	inform	you	that	I	am	resigning	from	my	position	as	[Your	Position]	at	[Company	Name].	My	last	day	of	work	will	be	[Date],
providing	two	weeks	notice	as	required	by	my	employment	contract.	I	have	recently	received	an	exciting	opportunity	to	work	remotely	for	another	company,	and	after	careful	consideration,	I	have	decided	to	accept	this	position.	This	decision	was	not	an	easy	one	to	make,	but	I	believe	that	it	is	in	the	best	interest	of	my	career	growth	and	personal	life.
The	prospect	of	working	from	home	has	long	been	a	goal	of	mine,	and	I	am	excited	to	take	advantage	of	this	opportunity	to	work	in	a	more	flexible	and	autonomous	environment.	I	want	to	express	my	gratitude	for	the	opportunities	that	[Company	Name]	has	given	me	during	my	time	here.	I	have	learned	a	lot	and	developed	new	skills	that	will	be
invaluable	in	my	future	endeavors.	Now	I	am	committed	to	ensuring	a	smooth	transition	and	will	work	to	complete	any	outstanding	projects	before	my	departure.	Please	let	me	know	if	there	is	anything	specific	that	I	can	do	to	make	the	transition	easier	for	my	colleagues	or	my	replacement.	I	am	also	happy	to	assist	with	the	training	of	my	replacement
or	provide	any	other	support	that	may	be	required	during	this	time.	Thank	you	for	your	understanding	and	support	in	this	matter.	I	am	proud	to	have	been	a	part	of	the	[Company	Name]	team	and	wish	you	all	the	best	for	the	future.	Sincerely,	[Your	Name]	Sometimes,	resigning	from	a	job	is	not	a	choice,	but	rather	an	unavoidable	reality.	Involuntary
resignation	can	occur	when	an	employee	is	asked	to	leave	their	position	due	to	various	reasons	such	as	redundancy,	restructuring,	or	company	downsizing.	Writing	a	resignation	letter	due	to	involuntary	circumstances	can	be	a	challenging	and	emotional	experience.	In	this	resignation	letter	example,	we	provide	an	example	of	how	to	write	an
involuntary	resignation	letter	in	a	professional	and	respectful	manner.	This	letter	is	suitable	for	individuals	who	have	been	asked	to	leave	their	position	and	want	to	resign	gracefully	while	preserving	their	professional	reputation.	Dear	[Managers	Name],	I	began	employment	with	XYZ	3	years	ago	and	have	enjoyed	everything	Ive	learned	with	this
company.	Unfortunately,	recent	events	have	caused	the	need	for	our	separation.	It	was	discovered	on	July	6th,	2017	that	$1,000	was	missing	from	the	vault.	I	participated	in	an	active	investigation	of	the	situation	and	contributed	any	information	I	had	with	total	transparency,	as	I	have	nothing	to	hide	from	my	employer.	When	I	was	informed	by	upper
management	that	my	passcode	was	the	last	to	be	used	and,	unfortunately,	they	have	determined	this	information	to	be	cause	for	termination.	I	am	not	aware	of	who	else	would	have	access	to	my	passcode.	The	information	is	keptin	a	private	file.	Therefore,	I	cannot	point	blame	at	any	other	employee	with	total	certainty.	I	remember	securely	locking
the	vault	door	in	place	and	I	can	only	speak	for	the	facts	of	which	I	am	aware.	At	2	pm,	my	assistant	manager	and	I	conducted	a	midday	audit	of	the	vaults	contents	and	it	was	in	full	balance.	At	4	pm,	we	began	our	end	of	day	audit	and	discovered	by	4:30	pm	that	$1,000	was	missing.	I	did	not	remove	$1,000	from	the	vault	between	2	and	4	pm.	After
the	midday	audit,	my	assistant	manager	was	present	as	I	securely	closed	the	vault	door.	I	respect	my	employer	for	their	diligence	in	their	investigation.	I	have	supported	them	throughout	the	entire	process.	Unfortunately,	without	a	clear	explanation	for	the	missing	funds,	they	have	been	required	to	decide	based	on	circumstantial	evidence.	I	have	led
this	company	in	loss	prevention	and	compliance	for	the	last	2	years.	As	a	manager,	I	understand	it	is	ultimately	my	responsibility	to	ensure	the	employees	I	hire	behave	with	total	honesty	and	that	operations	are	executed	accurately	and	consistently.	To	the	best	of	my	abilities,	I	have	done	all	of	this	and	more.	While	I	do	not	agree	with	the	decision	to
terminate	my	employment,	I	do	accept	it	as	a	requirement	of	my	position	of	leadership.	In	the	future,	I	will	take	the	knowledge	I	learned	from	this	experience	and	ensure	that	better	steps	are	taken	to	prevent	any	loss	occurring.	Thank	you	for	the	opportunity	to	work	with	this	institution	for	the	last	3	years.	If	you	require	any	additional	information,
please	do	not	hesitate	to	contact	me.	Yours,Casey	M.	EmployeeTitlePhone	NumberEmail	Resigning	from	a	job	can	be	a	difficult	and	emotional	experience,	but	its	important	to	approach	the	process	with	professionalism	and	grace.	One	of	the	most	critical	steps	in	the	resignation	process	is	writing	a	resignation	letter	that	clearly	communicates	your
intentions	and	feelings	while	also	remaining	respectful	and	professional.	In	this	article,	weve	provided	several	resignation	letter	templates	for	different	scenarios,	from	leaving	for	a	new	job	to	retirement,	to	help	guide	you	through	the	process.	What	should	not	be	included	in	A	Resignation	Letter?	Negative	comments	about	the	company	or	colleagues:
Even	if	you	are	leaving	your	job	because	of	issues	with	the	company	or	colleagues,	it	is	important	to	keep	your	resignation	letter	professional	and	positive.	Avoid	including	any	negative	comments	or	criticisms	that	could	damage	your	professional	reputation.Personal	or	confidential	information:	Your	resignation	letter	should	focus	on	your	intention	to
leave	the	company	and	the	timeline	for	your	departure.	Avoid	including	any	personal	or	confidential	information	that	is	not	relevant	to	your	resignation.Demands	or	ultimatums:	Your	resignation	letter	should	be	a	professional	and	polite	communication.	Avoid	making	any	demands	or	ultimatums	that	can	be	perceived	as	unprofessional	or
confrontational.Emotions	or	venting:	While	it	is	understandable	that	resigning	from	a	job	can	be	an	emotional	experience,	it	is	important	to	keep	your	resignation	letter	calm	and	professional.	Avoid	including	any	emotional	outbursts	or	venting	in	your	letter.	Download	in	Docx	Download	in	Docx	Download	in	Docx	Download	in	Docx	Download	in	Docx
Download	in	Docx	Download	in	Docx	Download	in	Docx	Download	in	Docx	Download	in	Docx	Download	in	Docx	Download	in	Docx	Resignation	[Your	Name]Notice	of	Resignation	[Your	Name]Resignation	Announcement	[Your	Name][Date	of	Resignation]	Resignation	[Your	Name][Your	Name]	Resignation	Effective	[Date	of	Resignation]	When
submitting	a	letter	of	resignation,	its	important	to	schedule	a	meeting	with	your	manager	to	discuss	your	decision.	After	the	meeting,	provide	a	written	letter	of	resignation	that	confirms	your	decision	to	leave	and	includes	your	last	day	of	work.	The	letter	should	be	professional	and	positive,	and	should	express	your	gratitude	for	the	opportunities	you
had	while	working	there.	Finally,	make	sure	to	follow	any	company	procedures	for	submitting	your	resignation,	and	offer	to	assist	with	the	transition	period	before	your	departure.	HBR	Staff/George/fhm/Getty	ImagesYouve	made	the	decision	to	quit	your	job	and	you	want	to	leave	on	a	positive	note.	This	starts	with	giving	notice	and	letting	people
know	in	a	professional	way.	So,	do	you	need	to	send	a	resignation	letter?	If	so,	who	do	you	send	it	to?	And	what	do	you	say?Dear	[Managers	Name],I	am	writing	to	formally	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	I	appreciate	the	opportunities	provided	to	me	during	my	tenure	and	have	learned	a
great	deal	working	with	the	team.	I	will	do	everything	possible	to	ensure	a	smooth	transition	over	the	coming	weeks.Thank	you	for	your	understanding	and	support.Sincerely,[Your	Name]Template	2:	Formal	Notice	of	ResignationDear	[Managers	Name],Please	accept	this	letter	as	formal	notice	of	my	resignation	from	my	role	as	[Your	Position]	at
[Company	Name],	effective	[Last	Working	Day].	I	have	valued	the	professional	growth	and	experience	gained	during	my	time	here.	I	am	committed	to	assisting	with	the	transition	process	to	ensure	a	seamless	handover	of	my	responsibilities.Thank	you	for	the	guidance	and	support	over	the	years.Respectfully,[Your	Name]Template	3:	Resignation	with
GratitudeDear	[Managers	Name],I	am	writing	to	announce	my	decision	to	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	with	my	last	working	day	being	[Last	Working	Day].	I	am	incredibly	grateful	for	the	mentorship,	support,	and	opportunities	for	professional	development	I	have	received.	I	will	work	diligently	to	complete	my
projects	and	support	the	transition	process.Thank	you	for	a	rewarding	experience.Warm	regards,[Your	Name]Template	4:	Immediate	Resignation	Notice	Dear	[Managers	Name],I	regret	to	inform	you	that	due	to	unforeseen	circumstances,	I	must	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	immediately.	I	understand	this
abrupt	notice	may	cause	inconvenience,	and	I	am	prepared	to	assist	in	transferring	my	responsibilities	as	best	as	I	can	remotely.Thank	you	for	your	understanding	and	for	the	opportunities	you	have	provided.Sincerely,[Your	Name]Template	5:	Resignation	Focusing	on	Personal	GrowthDear	[Managers	Name],After	careful	consideration,	I	have	decided
to	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	This	decision	comes	as	I	seek	to	pursue	new	challenges	and	opportunities	that	align	with	my	long-term	career	goals.	I	appreciate	the	support	and	professional	development	opportunities	afforded	to	me	here,	and	I	will	ensure	a	smooth	transition	of	my
duties.Thank	you	for	everything.Best	regards,[Your	Name]Template	6:	Professional	Transition	LetterDear	[Managers	Name],I	am	writing	to	formally	tender	my	resignation	from	my	role	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	I	have	enjoyed	working	with	the	team	and	appreciate	the	experiences	I	have	gained.	In	the
coming	weeks,	I	am	committed	to	finalizing	my	current	projects	and	ensuring	a	seamless	transition	of	responsibilities.Thank	you	for	the	professional	growth	and	opportunities.Sincerely,[Your	Name]Template	7:	Concise	Resignation	LetterDear	[Managers	Name],Please	accept	this	letter	as	my	formal	resignation	from	[Company	Name]	as	[Your
Position],	effective	[Last	Working	Day].	I	have	enjoyed	my	time	here	and	will	do	my	utmost	to	ensure	a	smooth	transition	before	my	departure.Thank	you	for	your	understanding	and	support.Best	regards,[Your	Name]Template	8:	Two-Week	Notice	ResignationDear	[Managers	Name],I	am	writing	to	formally	resign	from	my	position	as	[Your	Position]	at
[Company	Name],	with	my	last	day	being	[Date	Two	Weeks	from	Today].	I	appreciate	the	opportunities	for	growth	and	learning	that	I	have	experienced	here	and	will	work	closely	with	you	to	ensure	a	smooth	handover	of	my	responsibilities.Thank	you	for	your	support.Sincerely,[Your	Name]Template	9:	Resignation	Emphasizing	Career
DevelopmentDear	[Managers	Name],I	am	writing	to	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	I	have	greatly	valued	the	experiences	and	professional	development	opportunities	afforded	to	me,	and	I	now	feel	ready	to	embrace	new	challenges	that	align	with	my	career	aspirations.	I	am	happy	to	help
with	the	transition	process	in	any	way	needed.Thank	you	for	your	understanding	and	support.Warm	regards,[Your	Name]Template	10:	Resignation	Due	to	Personal	ReasonsDear	[Managers	Name],I	am	writing	to	inform	you	of	my	decision	to	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	This	decision	is
driven	by	personal	reasons	that	require	my	full	attention	at	this	time.	I	appreciate	all	the	support,	guidance,	and	opportunities	provided	to	me	and	will	ensure	a	thorough	handover	of	my	responsibilities	before	my	departure.Thank	you	for	your	understanding.Sincerely,[Your	Name]Template	11:	Resignation	for	New	OpportunitiesDear	[Managers
Name],Please	accept	my	resignation	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	I	have	been	offered	a	new	opportunity	that	I	feel	will	further	my	professional	growth.	I	am	truly	grateful	for	the	experiences	and	support	I	have	received	during	my	time	here.	I	am	committed	to	assisting	with	the	transition
process	over	the	coming	weeks.Thank	you	for	your	understanding	and	support.Best	regards,[Your	Name]Template	12:	Extended	Notice	Resignation	LetterDear	[Managers	Name],I	am	writing	to	formally	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	with	my	last	day	scheduled	for	[Last	Working	Day].	In	order	to	facilitate	a	smoother
transition,	I	am	willing	to	extend	my	notice	period	if	necessary	and	assist	in	training	my	replacement.	I	appreciate	the	opportunities	provided	during	my	tenure	and	value	the	experiences	gained.Thank	you	for	your	support	and	understanding.Sincerely,[Your	Name]Template	13:	Resignation	with	Transition	AssistanceDear	[Managers	Name],I	am
writing	to	submit	my	resignation	from	[Company	Name]	as	[Your	Position],	effective	[Last	Working	Day].	To	ensure	a	smooth	transition,	I	have	outlined	my	current	projects	and	am	available	to	help	train	a	successor.	I	value	the	professional	experiences	and	support	I	have	received	during	my	time	here	and	am	committed	to	assisting	with	the	handover
process.Thank	you	for	your	consideration.Best	regards,[Your	Name]Template	14:	Resignation	Letter	with	Handover	PlanDear	[Managers	Name],Please	consider	this	letter	as	formal	notice	of	my	resignation	from	my	role	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	I	have	prepared	a	detailed	handover	plan	to	assist	in
transferring	my	responsibilities,	and	I	am	available	to	help	in	any	capacity	during	this	transition	period.	I	appreciate	the	opportunities	and	support	provided	to	me	and	will	ensure	that	my	departure	causes	minimal	disruption.Thank	you	for	your	understanding.Sincerely,[Your	Name]Template	15:	Resignation	for	Career	ChangeDear	[Managers	Name],I
am	writing	to	inform	you	of	my	decision	to	resign	from	my	position	as	[Your	Position]	at	[Company	Name],	effective	[Last	Working	Day].	I	have	decided	to	pursue	a	new	career	path	that	better	aligns	with	my	long-term	professional	goals.	I	am	grateful	for	the	opportunities,	experiences,	and	support	I	have	received	during	my	time	here	and	will	work
diligently	to	ensure	a	smooth	transition	of	my	responsibilities.Thank	you	for	your	understanding	and	mentorship.Warm	regards,[Your	Name]	So	youve	decided	to	move	on.	Youve	signed	on	the	dotted	line	at	your	new	gig,	and	now	all	thats	standing	between	you	and	your	fab	new	job	is	submitting	your	resignation	letter	to	your	current	one.	Trending
SearchesSEARCH	ALL	JOBS	While	this	isnt	the	first	step	of	quitting	your	job	(that	would	be	sitting	down	with	your	boss	to	have	the	I	quit	conversation	and	give	your	two	weeks	notice),	its	an	important	one.	The	official	document	you	submit	to	your	higher-ups	and	HR	will	set	the	tone	for	the	rest	of	your	time	at	this	companyas	well	as	your	relationship
moving	forward.	It's	worth	spending	a	little	time	making	your	two	weeks	notice	letter	solid	and	polished.	Note	we	said	a	little	timeyoure	not	writing	the	Memoirs	of	a	Back-End	Engineer	here.	It	should	actually	be	a	quick,	concise	document.	Here's	a	step-by-step	guide	on	how	to	write	a	resignation	letter,	with	examples	and	a	template	to	make	it	as
easy	as	possible	for	you.	Still	looking	for	that	perfect	next	role?	One	of	these	open	jobs	on	The	Muse	might	just	be	the	one	A	resignation	letter	is	a	written	notice	to	your	employer	stating	your	intent	to	resign.	It	includes	your	final	day	at	the	company	and	an	offer	to	help	with	the	transition.	You	could	also	use	the	document	to	thank	the	employer	for
any	opportunities	or	support	provided	and	mention	an	invitation	to	keep	in	touch.	The	resignation	letter	format	is	simple	and	minimalist.	Like	most	professional	letters,	its	key	pillars	are	the	following:	Date	you're	sending	the	letterSalutation	(e.g.	Dear	[name])Body	paragraphsSign-off	(e.g.	Sincerely,	Best	regards)Your	contact	information	You	might
think	it's	not	necessary	to	write	one,	but	a	letter	of	resignation	is	important	for	ensuring	a	smooth	transition	and	providing	a	record	of	the	terms	of	your	departure.	Theres	no	need	to	overthink	itthis	is	an	important	yet	simple	document.	Here's	how	to	craft	your	resignation	letter,	along	with	some	tips	on	what	not	to	include	to	deliver	your	message
professionally:	The	beginning	of	your	letter	is	not	the	place	to	sugarcoat	or	get	creative.	Just	state	your	decision	to	resign	and	the	effective	date.	While	you	probably	shared	with	your	boss	your	reasons	for	leaving,	you	dont	need	to	describe	them	herekeeping	it	simple	is	perfectly	fine.	This	letter	is	to	formally	notify	you	that	Im	resigning	as	a	marketing
analyst	at	Lemon	Inc.	My	last	day	will	be	two	weeks	from	today	on	Wednesday,	July	17,	2024.	You	could	also	say	something	like:	Please	accept	this	letter	as	formal	notification	of	my	resignation	as	marketing	analyst	at	Lemon	Inc.	My	last	day	of	employment	will	be	two	weeks	from	today	on	Wednesday,	17,	2024.	Its	always	a	good	idea	to	thank	your
employer	for	the	opportunity,	describing	some	of	the	key	things	youve	enjoyed	and	learned	on	the	job.	Yes,	this	is	true	even	if	youre	beyond	thrilled	to	be	leaving.	Rememberyou	dont	want	to	burn	bridges	(and	you	may	want	a	reference	down	the	line),	and	wrapping	up	on	a	good	note	will	leave	a	lasting	and	positive	impression.	Thank	you	so	much	for
the	opportunity	to	work	here	for	the	past	18	months.	Ive	enjoyed	getting	to	know	you	and	the	rest	of	the	team	and	appreciate	the	opportunity	to	learn	more	about	marketing	strategy	and	audience	analysis.	Im	excited	to	take	these	skills	with	me	as	I	pursue	the	next	step	of	my	career.	State	your	willingness	to	help	out	with	the	transition.	You	dont	need
to	go	into	great	detail	(and	definitely	dont	promise	anything	you	cant	deliver),	but	a	couple	of	lines	saying	youll	ensure	a	smooth	wrap-up	of	your	duties	will	show	youre	in	the	game	until	the	very	end.	During	the	next	two	weeks,	Ill	do	everything	possible	to	wrap	up	my	duties	and	train	other	team	members	as	needed.	Please	let	me	know	if	theres
anything	else	I	can	do	to	help	out	during	the	transition.	Finally,	wrap	up	the	email	professionally.	Express	that	you	still	want	the	best	for	the	company	going	forward,	and	let	them	know	they	can	reach	out.	If	you	truly	want	to	keep	in	touch,	feel	free	to	leave	some	contact	information,	such	as	your	personal	email,	LinkedIn	handle,	or	phone	number.	I
wish	the	company	continued	success,	and	I	hope	to	stay	in	touch	in	the	future.	LinkedIn.com/in/JamiePark	This	is	one	of	those	cases	where	what	you	don't	say	matters	almost	as	much	as	what	you	say.	Here	are	a	few	things	you	should	definitely	avoid	when	writing	a	formal	resignation	letter:	Details	about	why	youre	leaving	the	company:	It's	OK	to	give
a	brief	explanation	if	you	want,	but	don't	dive	into	minor	details.	Resist	the	urge	of	venting	all	your	reasons,	and	keep	it	professional.	Details	about	where	youre	going:	Your	resignation	letter	is	also	not	the	place	to	brag	about	your	next	employer	or	give	details	about	the	hiring	process,	salary,	or	benefits	package.	Complaints	about	the	company,	its
employees,	or	its	practices:	Again,	even	if	your	experience	at	the	company	was	terrible	and	is	the	reason	for	your	departure,	it's	highly	unprofessional	to	complain	about	your	employer	in	a	resignation	letter.	Rambling:	If	you	don't	have	much	to	say,	it's	best	to	write	a	straightforward,	short	resignation	letter.	There's	no	need	to	ramble	or	make	it
longer	than	necessary.	If	you	want	some	more	guidance	(or	just	convenienceno	shame	in	that!),	just	plug	your	info	into	our	template:	Please	accept	this	letter	as	formal	notification	that	I	am	resigning	from	my	position	as	a	[position	title]	with	[Company	Name].	My	last	day	will	be	[your	last	dayusually	at	least	two	weeks	from	the	date	you	give	notice].
Thank	you	so	much	for	the	opportunity	to	work	in	this	position	for	the	past	[amount	of	time	youve	been	in	the	role].	Ive	greatly	enjoyed	and	appreciated	the	opportunities	Ive	had	to	[a	few	of	your	favorite	job	responsibilities].	Ive	learned	[a	few	specific	things	youve	learned	on	the	job],	all	of	which	I	will	take	with	me	throughout	my	career.	During	my
last	two	weeks,	Ill	do	everything	possible	to	wrap	up	my	duties	and	train	other	team	members.	Please	let	me	know	if	theres	anything	else	I	can	do	to	help	during	the	transition.	I	wish	the	company	continued	success,	and	I	hope	to	stay	in	touch	in	the	future.	[Download	this	template	here]	Feel	free	to	adjust	this	based	on	your	experience	and	your
company	culture.	Typically,	you	should	email	the	letter	to	both	your	boss	and	the	HR	department,	but	always	double	check	if	your	company	has	specific	procedures	for	submitting	your	resignation.	Read	this	next:	40	Templates	to	Help	You	Handle	Your	Toughest	Work	Emails	Want	to	put	this	all	together	and	see	what	it	looks	like	in	practice?	Weve
written	three	letter	of	resignation	samples	for	you	to	work	off	of.	Please	accept	this	letter	as	formal	notification	that	I	am	resigning	from	my	position	as	an	account	executive	with	Marketing	Media.	My	last	day	will	be	Thursday,	March	2.	Thank	you	so	much	for	the	opportunity	to	work	in	this	position	for	the	past	six	years.	Ive	greatly	enjoyed	and
appreciated	the	opportunities	Ive	had	to	grow	our	sales	team	and	pipeline,	be	a	part	of	creating	a	great	product,	and	work	with	my	colleagues.	Ive	learned	so	much	about	marketing	strategy	and	the	digital	media	space,	which	I	will	certainly	take	with	me	throughout	my	career.	Ill	do	everything	possible	to	wrap	up	my	duties	and	train	other	team
members	over	the	next	two	weeks.	Please	let	me	know	if	theres	anything	else	I	can	do	to	help	during	this	transition.	I	wish	the	company	continued	success,	and	I	hope	to	stay	in	touch	in	the	future.	Im	writing	to	give	my	formal	notice	that	Ill	be	leaving	my	role	as	office	manager	for	Larry	and	Keets	Financial	Partners	on	July	31.	Im	incredibly	grateful
for	the	opportunities	Ive	been	provided	working	on	the	operations	team	for	the	past	four	years.	Its	been	a	wonderful	experience	to	work	for	such	a	great	company	and	help	in	solving	Larry	and	Keets	mission	to	provide	better	financial	support	for	older	employees.	Please	let	me	know	if	I	can	be	of	any	assistance	during	this	transition.	Thank	you	for	all
your	guidance.	I	wish	you	all	the	best,	and	look	forward	to	keeping	in	touch.	Im	writing	to	inform	you	that	I'm	resigning	from	my	position	as	a	client	manager	for	Yays	Marketing.	My	last	day	of	employment	will	be	June	30,	2024.	Thank	you	for	the	opportunities	and	support	throughout	the	past	two	years.	It	was	a	pleasure	to	work	with	you,	the	client
management	team,	and	such	amazing	clients.	I'm	preparing	a	handoff	document	and	am	available	to	help	with	whatever	you	need	during	the	transition.	I	wish	you	the	best	and	hope	we	can	keep	in	touch.	A	good	resignation	letter	is	brief,	concise,	and	maintains	a	professional	tone.	It	should	clearly	communicate	your	decision	to	leave	your	job,	specify
your	final	day	at	the	company,	and	express	gratitude	for	any	opportunities	you've	had	during	your	employment.	It's	also	common	courtesy	to	offer	help	with	the	handoff	of	tasks	or	projects.	To	resign	via	email,	address	your	resignation	letter	to	your	boss,	direct	manager,	and	human	resources.	It's	polite	to	give	at	least	two	weeks'	notice	so	your
employer	has	time	to	find	a	replacement.	Avoid	venting	your	frustrations	or	getting	into	details	about	why	you're	quitting.	It's	also	a	good	idea	to	have	an	in-person	conversation	with	your	superior	before	or	after	sending	the	letter.	The	resignation	letter	format	follows	the	standard	structure	of	most	professional	letters.	It	includes	the	date	of	sending
the	letter,	a	formal	salutation,	typically	no	more	than	two	or	three	body	paragraphs,	and	a	closing	sign-off.	Resignation	letters	usually	don't	elaborate	on	the	reasons	for	quitting,	but	you	can	offer	a	brief	explanation	if	you	feel	it's	necessary.	For	example:	I	am	writing	to	inform	you	that	I'm	resigning	from	my	position	as	a	[job	title]	for	[company	name]
due	to	[personal	reason].	My	last	day	of	work	will	be	July	5,	2024.	Your	note	may	sit	in	the	depths	of	your	companys	HR	files	until	the	end	of	time,	but	you	can	be	sure	of	two	things:	One,	your	former	boss	(and	future	reference)	will	read	it	and	be	impressed.	And	two,	if	you	ever	decide	to	come	back	to	your	company	(hey,	it	happens),	its	a	very	good
thing	that	the	last	thing	on	file	is	a	great,	professionally	written	letter	of	resignation.	Writing	a	resignation	letter	is	one	of	the	most	important	professional	documents	youll	create	during	your	career.	Whether	youre	leaving	for	a	better	opportunity,	relocating,	or	pursuing	a	new	career	path,	a	well-crafted	resignation	letter	ensures	you	maintain	positive
relationships	and	leave	on	professional	terms.	This	comprehensive	guide	will	walk	you	through	everything	you	need	to	know	about	writing	an	effective	resignation	letter,	complete	with	templates	and	examples	for	various	situations.A	resignation	letter	is	a	formal	document	that	officially	notifies	your	employer	of	your	intention	to	leave	your	current
position.	Think	of	it	as	the	professional	equivalent	of	giving	notice	its	your	official	record	of	departure	that	protects	both	you	and	your	employer.Key	purposes	of	a	resignation	letter:Provides	official	documentation	of	your	departureEstablishes	your	last	working	dayDemonstrates	professionalism	and	courtesyHelps	maintain	positive	relationships	for
future	referencesEnsures	smooth	transition	planningProtects	you	legally	by	documenting	proper	noticeJust	as	your	initial	job	application	required	professional	documents	like	those	created	with	an	AI	Resume	Builder,	your	departure	should	be	equally	professional	and	well-documented.Include	your	contact	details,	date,	and	recipient	information	at
the	top	of	your	letter.Address	your	direct	supervisor	or	manager	by	name.	Use	Dear	[Managers	Name]	for	a	formal	approach.State	your	intention	to	resign	clearly	and	include	your	last	working	day.	Be	specific	about	dates	to	avoid	confusion.You	may	briefly	mention	your	reason	for	leaving,	but	keep	it	positive	and	professional.	Avoid	negative
comments	about	the	company	or	colleagues.Thank	your	employer	for	opportunities,	experiences,	and	professional	growth	during	your	tenure.Offer	to	help	train	your	replacement	or	assist	with	the	handover	process	during	your	notice	period.End	with	a	courteous	closing	such	as	Sincerely	or	Best	regards,	followed	by	your	signature.Provide
appropriate	notice	typically	two	weeks	for	most	positions,	though	senior	roles	may	require	longer	notice	periods.	Check	your	employment	contract	for	specific	requirements.Before	submitting	your	written	resignation,	consider	having	a	verbal	conversation	with	your	supervisor	to	discuss	your	departure.Keep	it	concise,	professional,	and	positive.	Aim
for	one	page	maximum.Proofread	carefully	for	errors	and	ensure	your	tone	remains	professional	throughout.Follow	your	companys	protocol	for	submission	whether	in	person,	via	email,	or	through	HR.[Your	Name][Your	Address][City,	State,	ZIP	Code][Your	Email][Your	Phone	Number][Date][Manager's	Name][Title][Company	Name][Company
Address]Dear	[Manager's	Name],I	am	writing	to	formally	notify	you	of	my	resignation	from	my	position	as	[Your	Job	Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date],	providing	two	weeks'	notice	as	outlined	in	my	employment	agreement.I	am	grateful	for	the	opportunities	for	professional	and	personal	growth	during	my	time	here.	I	have
enjoyed	working	with	the	team	and	appreciate	the	support	provided	to	me.During	my	remaining	time,	I	am	committed	to	ensuring	a	smooth	transition.	I	am	happy	to	assist	in	training	my	replacement	or	help	in	any	other	way	to	facilitate	the	handover	process.Thank	you	for	your	understanding.	I	wish	you	and	the	team	continued	success.Sincerely,
[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],Please	accept	this	letter	as	formal	notification	of	my	resignation	from	my	position	as	[Your	Job	Title]	at	[Company	Name].	My	final	day	of	employment	will	be	[Date].I	have	accepted	a	position	that	offers	significant	opportunities	for	career	advancement	and	aligns	with
my	long-term	professional	goals.	This	decision	was	not	made	lightly,	as	I	have	greatly	valued	my	time	at	[Company	Name].I	want	to	express	my	sincere	appreciation	for	the	mentorship,	support,	and	opportunities	for	growth	that	you	and	the	organization	have	provided.	The	experience	and	skills	I've	gained	here	will	be	invaluable	as	I	move	forward	in
my	career.I	am	committed	to	ensuring	a	seamless	transition	and	am	willing	to	assist	in	training	my	successor	or	completing	any	outstanding	projects	before	my	departure.Thank	you	again	for	everything.	I	look	forward	to	maintaining	our	professional	relationship	in	the	future.Best	regards,[Your	Signature][Your	Typed	Name][Header	Information]Dear
[Manager's	Name],I	regret	to	inform	you	that	due	to	unforeseen	personal	circumstances,	I	must	resign	from	my	position	as	[Your	Job	Title]	effective	immediately.	My	last	day	of	employment	is	[Today's	Date].I	understand	this	may	cause	inconvenience,	and	I	sincerely	apologize	for	the	short	notice.	I	am	grateful	for	the	opportunities	and	experiences
I've	had	at	[Company	Name].I	am	committed	to	doing	everything	possible	to	minimize	disruption	during	this	transition	period.	I	am	available	to	provide	information	about	my	current	projects	and	assist	remotely	as	needed.Thank	you	for	your	understanding	during	this	difficult	time.Sincerely,[Your	Signature][Your	Typed	Name][Header
Information]Dear	[Manager's	Name],After	[Number]	rewarding	years	with	[Company	Name],	I	am	writing	to	formally	announce	my	retirement	from	my	position	as	[Your	Job	Title].	My	last	day	of	work	will	be	[Date].My	time	at	[Company	Name]	has	been	incredibly	fulfilling,	and	I	am	proud	of	the	contributions	I've	made	to	the	team	and	organization.	I
have	witnessed	tremendous	growth	and	positive	changes,	and	I'm	grateful	to	have	been	part	of	this	journey.To	ensure	a	smooth	transition,	I	am	committed	to	completing	my	current	projects	and	will	gladly	assist	in	training	my	replacement	over	the	coming	weeks.	Please	let	me	know	how	I	can	best	support	this	process.Thank	you	for	the	wonderful
career	opportunities	and	for	making	my	time	here	so	memorable.	I	wish	[Company	Name]	continued	success	and	growth.With	warm	regards,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Principal's	Name],I	am	writing	to	formally	notify	you	of	my	resignation	from	my	position	as	[Subject]	Teacher	at	[School	Name].	My	last	day	of
employment	will	be	[Date],	at	the	conclusion	of	the	current	academic	term.Teaching	at	[School	Name]	has	been	an	incredibly	rewarding	experience.	I	have	enjoyed	working	with	our	students,	parents,	and	fellow	educators,	and	I	am	proud	of	the	positive	impact	we've	made	together.I	am	committed	to	ensuring	continuity	for	my	students.	I	will	prepare
detailed	lesson	plans	for	the	remainder	of	the	term	and	organize	all	curriculum	materials	for	my	successor.	I	am	also	happy	to	assist	in	the	transition	process	as	needed.Thank	you	for	the	opportunity	to	contribute	to	the	educational	mission	of	[School	Name].	I	wish	you	and	the	entire	school	community	continued	success.Sincerely,[Your	Signature]
[Your	Typed	Name][Header	Information]Dear	[Supervisor's	Name],Please	accept	this	letter	as	formal	notice	of	my	resignation	from	my	position	as	[Your	Job	Title]	at	[Healthcare	Facility	Name].	My	final	day	of	employment	will	be	[Date].Working	at	[Healthcare	Facility	Name]	has	been	a	privilege,	and	I	am	grateful	for	the	opportunity	to	serve	our
patients	and	work	alongside	such	dedicated	healthcare	professionals.	The	experience	has	been	invaluable	to	my	professional	development.I	am	committed	to	ensuring	continuity	of	patient	care	during	this	transition.	I	will	complete	all	current	patient	responsibilities	and	provide	thorough	documentation	to	support	the	handover	process.Thank	you	for
the	support	and	opportunities	for	growth.	I	wish	you	and	the	team	continued	success	in	providing	excellent	patient	care.Respectfully,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],I	am	writing	to	formally	announce	my	resignation	from	my	remote	position	as	[Your	Job	Title]	with	[Company	Name].	My	last	working
day	will	be	[Date].Working	remotely	with	[Company	Name]	has	provided	me	with	valuable	experience	and	professional	growth	opportunities.	I	appreciate	the	trust	and	flexibility	that	allowed	me	to	contribute	effectively	while	working	from	home.I	will	ensure	all	digital	files	and	project	documentation	are	properly	organized	and	accessible	for	my
successor.	I	am	available	for	virtual	meetings	to	discuss	ongoing	projects	and	facilitate	a	smooth	transition.Thank	you	for	making	remote	work	a	positive	and	productive	experience.	I	wish	the	team	continued	success.Best	regards,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],I	am	writing	to	inform	you	of	my
resignation	from	my	position	as	[Your	Job	Title]	at	[Company	Name].	Due	to	my	family's	relocation	to	[City,	State],	my	last	day	of	employment	will	be	[Date].I	have	truly	enjoyed	my	time	at	[Company	Name]	and	am	grateful	for	the	professional	opportunities	and	relationships	I've	developed	here.	This	decision	is	purely	based	on	personal	circumstances
and	my	family's	needs.I	am	committed	to	completing	my	current	responsibilities	and	will	work	diligently	to	ensure	a	smooth	transition.	Please	let	me	know	how	I	can	best	support	the	handover	process.Thank	you	for	your	understanding	and	support.	I	hope	to	maintain	our	professional	relationships	despite	the	distance.Sincerely,[Your	Signature][Your
Typed	Name]9.	Entry-Level	Position	Resignation	Letter[Header	Information]Dear	[Manager's	Name],Please	accept	this	letter	as	my	formal	resignation	from	my	position	as	[Your	Job	Title]	at	[Company	Name].	My	last	day	of	work	will	be	[Date].As	an	entry-level	professional,	the	experience	I've	gained	at	[Company	Name]	has	been	invaluable	in	shaping
my	career	foundation.	I	am	grateful	for	the	mentorship	and	learning	opportunities	provided	by	you	and	the	team.I	am	committed	to	completing	my	assigned	tasks	and	will	assist	in	training	my	replacement	to	ensure	a	smooth	transition.Thank	you	for	giving	me	this	opportunity	to	start	my	career.	I	wish	[Company	Name]	continued	success.Best	regards,
[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Board	Chair/CEO	Name],After	careful	consideration,	I	have	decided	to	resign	from	my	position	as	[Your	Executive	Title]	at	[Company	Name].	My	final	day	of	service	will	be	[Date],	providing	[Notice	Period]	notice.Leading	[Company	Name]	has	been	one	of	the	most	rewarding	experiences
of	my	career.	I	am	proud	of	what	we	have	accomplished	together,	including	[specific	achievements].	The	organization	is	well-positioned	for	continued	growth	and	success.I	am	committed	to	ensuring	a	comprehensive	transition	of	my	responsibilities.	I	will	work	closely	with	the	board	and	senior	leadership	team	to	facilitate	this	process	and	maintain
business	continuity.Thank	you	for	the	privilege	of	serving	as	[Your	Title].	I	wish	[Company	Name]	and	its	stakeholders	continued	prosperity.Respectfully,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],I	am	writing	to	formally	resign	from	my	part-time	position	as	[Your	Job	Title]	at	[Company	Name].	My	last	working
day	will	be	[Date].I	have	appreciated	the	flexibility	and	experience	that	this	part-time	role	has	provided.	Working	with	the	team	has	been	enjoyable	and	has	contributed	to	my	professional	development.I	will	ensure	that	all	my	current	responsibilities	are	completed	or	properly	handed	over	before	my	departure.Thank	you	for	the	opportunity	to	be	part
of	[Company	Name].	I	wish	you	and	the	team	all	the	best.Sincerely,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Supervisor's	Name],I	am	writing	to	formally	notify	you	that	I	will	be	concluding	my	internship	position	at	[Company	Name]	on	[Date],	which	is	earlier	than	the	originally	planned	end	date	of	[Original	End	Date].This
internship	has	provided	me	with	valuable	real-world	experience	and	insights	into	[Industry/Field].	I	am	grateful	for	the	mentorship	and	learning	opportunities	you	and	the	team	have	provided.Due	to	[brief	reason	-	academic	commitments/other	opportunity],	I	need	to	end	my	internship	earlier	than	planned.	I	apologize	for	any	inconvenience	this	may
cause.I	will	ensure	that	all	my	current	projects	are	documented	and	any	materials	are	properly	organized	for	handover.Thank	you	for	making	this	internship	a	meaningful	learning	experience.Best	regards,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],After	much	consideration,	I	have	decided	to	resign	from	my
position	as	[Your	Job	Title]	at	[Company	Name].	My	final	day	of	employment	will	be	[Date].I	have	accepted	an	offer	that	provides	better	compensation	and	benefits	that	align	with	my	current	financial	needs	and	career	goals.	This	decision	was	difficult	given	my	positive	experience	working	here.I	am	grateful	for	the	opportunities	for	professional	growth
and	the	relationships	I've	built	during	my	time	at	[Company	Name].	I	am	committed	to	ensuring	a	smooth	transition	of	my	responsibilities.Thank	you	for	your	understanding.	I	hope	we	can	maintain	our	professional	relationship	in	the	future.Sincerely,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],I	am	writing	to
formally	resign	from	my	position	as	[Your	Job	Title]	at	[Company	Name]	due	to	health	reasons	that	require	my	immediate	attention.	My	last	day	of	employment	will	be	[Date].I	have	valued	my	time	at	[Company	Name]	and	appreciate	the	support	and	understanding	shown	by	management	and	colleagues.	This	decision	is	necessary	for	my	health	and
well-being.I	will	do	my	best	to	complete	urgent	tasks	and	provide	documentation	to	assist	with	the	transition	process.Thank	you	for	your	understanding	during	this	difficult	time.Sincerely,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],I	am	writing	to	inform	you	of	my	decision	to	resign	from	my	position	as	[Your	Job
Title]	at	[Company	Name].	My	last	working	day	will	be	[Date].After	careful	reflection,	I	have	decided	to	pursue	a	career	change	that	aligns	with	my	evolving	professional	interests	and	long-term	goals.	This	transition	represents	an	important	step	in	my	career	journey.I	am	grateful	for	the	experience	and	skills	I've	developed	during	my	time	here.	The
knowledge	gained	will	be	valuable	as	I	transition	into	my	new	field.I	am	committed	to	ensuring	a	smooth	handover	of	my	responsibilities	and	am	available	to	assist	with	training	my	replacement.Thank	you	for	the	opportunities	and	support.	I	wish	[Company	Name]	continued	success.Best	regards,[Your	Signature][Your	Typed	Name][Header
Information]Dear	[Manager's	Name],I	regret	to	inform	you	that	I	must	resign	from	my	position	as	[Your	Job	Title]	at	[Company	Name]	with	shorter	notice	than	typically	required.	My	last	day	of	employment	will	be	[Date].Due	to	unexpected	circumstances,	I	am	unable	to	provide	the	standard	two	weeks'	notice.	I	sincerely	apologize	for	any
inconvenience	this	may	cause	to	you	and	the	team.Despite	the	short	timeline,	I	am	committed	to	doing	everything	possible	to	ensure	a	smooth	transition.	I	will	prioritize	completing	urgent	tasks	and	organizing	my	work	materials	for	easy	handover.Thank	you	for	your	understanding	and	for	the	opportunities	provided	during	my	employment.Sincerely,
[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],After	considerable	thought,	I	have	decided	to	resign	from	my	position	as	[Your	Job	Title]	at	[Company	Name].	My	final	day	of	employment	will	be	[Date].This	decision	stems	from	my	need	to	achieve	better	work-life	balance	and	focus	on	personal	priorities	at	this	time	in
my	life.	I	have	appreciated	my	time	with	the	company	and	the	professional	experiences	gained.I	am	committed	to	completing	my	current	projects	and	will	assist	in	the	transition	process	to	ensure	minimal	disruption	to	ongoing	operations.Thank	you	for	the	opportunities	and	experiences.	I	wish	you	and	the	team	continued	success.Best	regards,[Your
Signature][Your	Typed	Name][Header	Information]Dear	[Department	Head's	Name],I	am	writing	to	formally	announce	my	resignation	from	my	position	as	[Your	Academic	Title]	in	the	[Department	Name]	at	[University	Name].	My	resignation	will	be	effective	at	the	end	of	the	current	academic	year,	[Date].My	time	at	[University	Name]	has	been
intellectually	rewarding	and	professionally	fulfilling.	I	have	enjoyed	contributing	to	the	academic	mission	through	teaching,	research,	and	service	to	the	university	community.I	will	ensure	that	all	my	academic	responsibilities,	including	course	completion	and	student	advisement,	are	fulfilled	before	my	departure.	I	am	also	committed	to	assisting	with
any	necessary	transition	processes.Thank	you	for	the	collegiality	and	support	provided	throughout	my	tenure.	I	wish	the	department	and	university	continued	academic	excellence.Sincerely,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],I	am	writing	to	formally	resign	from	my	position	as	[Sales	Title]	at	[Company
Name].	My	last	working	day	will	be	[Date].I	have	enjoyed	the	challenges	and	rewards	of	working	in	sales	at	[Company	Name].	The	experience	has	significantly	contributed	to	my	professional	development	and	sales	expertise.I	am	committed	to	completing	my	current	sales	activities	and	will	ensure	that	all	client	relationships	and	pending	deals	are
properly	documented	and	transferred	to	ensure	continuity.Thank	you	for	the	opportunities	and	support.	I	wish	the	sales	team	continued	success	in	achieving	their	targets.Best	regards,[Your	Signature][Your	Typed	Name][Header	Information]Dear	[Manager's	Name],Please	accept	this	letter	as	formal	notification	of	my	resignation	from	my	position	as
[Tech	Job	Title]	at	[Company	Name].	My	final	day	of	employment	will	be	[Date].Working	at	[Company	Name]	has	provided	me	with	valuable	technical	experience	and	opportunities	to	work	on	innovative	projects.	I	have	appreciated	being	part	of	a	talented	development	team.I	will	ensure	that	all	my	current	projects	are	properly	documented	and	that
code	repositories	are	organized	for	seamless	handover.	I	am	available	to	assist	with	knowledge	transfer	during	the	transition	period.Thank	you	for	the	opportunity	to	contribute	to	[Company	Name]'s	technical	initiatives.	I	wish	the	development	team	continued	success.Sincerely,[Your	Signature][Your	Typed	Name]The	most	professional	approach	is	to
schedule	a	private	meeting	with	your	supervisor	to	discuss	your	resignation	and	formally	present	your	letter.If	remote	work	or	scheduling	constraints	make	in-person	meetings	difficult,	a	professionally	written	email	with	your	resignation	letter	attached	is	acceptable.Some	companies	require	resignation	letters	to	be	submitted	through	HR.	Check	your
employee	handbook	for	specific	procedures.Ensure	you	receive	confirmation	of	your	resignation	and	keep	copies	of	all	correspondence	for	your	records.Avoid	expressing	frustration,	anger,	or	overly	sentimental	feelings	in	your	resignation	letter.Keep	your	reasons	for	leaving	brief	and	professional.	Avoid	lengthy	explanations	or	personal	details.Never
criticize	management,	colleagues,	or	company	policies	in	your	resignation	letter.Unless	there	are	emergency	circumstances,	provide	adequate	notice	according	to	your	employment	agreement.Always	offer	to	help	with	the	transition	process,	even	if	you	dont	expect	to	train	a	replacement.Once	youve	submitted	your	resignation,	its	time	to	update	your
professional	materials	for	your	job	search.	Consider	using	professional	Resume	Templates	to	ensure	your	resume	reflects	your	latest	experience	and	achievements.	Review	Resume	Examples	in	your	field	to	see	how	others	present	similar	experience.As	you	prepare	for	your	next	opportunity,	dont	forget	to	craft	compelling	Cover	Letters	that
complement	your	resignation	letters	professional	tone.	A	well-written	cover	letter	can	help	you	make	a	strong	first	impression	with	potential	employers.Professional	Network	MaintenanceMaintain	the	positive	relationships	youve	built	during	your	employment.	These	connections	can	be	valuable	for	future	opportunities	and	references.When	submitting
your	resignation	via	email,	use	this	format:Subject	Line:	Resignation	[Your	Name]Email	Body:Dear	[Manager's	Name],Please	find	attached	my	formal	resignation	letter.	I	would	appreciate	the	opportunity	to	discuss	this	with	you	in	person	at	your	earliest	convenience.Thank	you	for	your	time	and	consideration.Best	regards,[Your	Name][Your	Phone
Number]Healthcare	workers	may	need	to	consider	patient	care	continuity	and	licensing	board	notifications	when	resigning.Teachers	should	align	resignation	timing	with	academic	calendars	and	consider	student	impact	when	determining	departure	dates.Federal	and	state	employees	may	have	specific	resignation	procedures	and	notice	requirements



outlined	in	employment	policies.Professionals	in	finance	may	need	to	consider	regulatory	requirements	and	client	relationship	transfers.Review	your	employment	contract	for	specific	notice	requirements.	Some	positions	may	require	30	days	or	more	notice.If	you	have	a	non-compete	clause,	ensure	your	new	position	doesnt	violate	these	terms.Keep
copies	of	your	resignation	letter	and	any	related	correspondence	for	your	records.Understand	your	rights	regarding	final	paychecks,	accrued	vacation	time,	and	benefit	continuation.Prepare	comprehensive	notes	about	your	responsibilities,	ongoing	projects,	and	important	contacts.Finish	as	many	projects	as	possible	and	provide	status	updates	on
incomplete	tasks.Ensure	all	company	equipment,	access	cards,	and	materials	are	returned	promptly.Maintain	ProfessionalismContinue	performing	your	duties	diligently	until	your	last	day,	maintaining	the	same	work	standards.Maintain	professional	relationships	through	LinkedIn	and	industry	networks.Send	a	brief	thank-you	email	after	your
departure	to	reinforce	positive	relationships.If	asked	to	serve	as	a	reference	for	former	colleagues,	do	so	professionally	and	honestly.Writing	a	professional	resignation	letter	is	an	essential	skill	that	can	significantly	impact	your	career	trajectory.	A	well-crafted	resignation	letter	demonstrates	professionalism,	maintains	valuable	relationships,	and
ensures	you	leave	on	positive	terms.	Whether	youre	moving	to	a	new	opportunity,	retiring,	or	making	a	career	change,	following	the	guidelines	and	templates	provided	in	this	comprehensive	guide	will	help	you	navigate	your	departure	professionally	and	successfully.Remember,	your	resignation	letter	is	often	the	last	formal	document	youll	write	in
your	current	role	make	it	count.	By	maintaining	professionalism	and	expressing	gratitude,	youre	not	just	ending	a	job;	youre	laying	the	foundation	for	future	opportunities	and	maintaining	a	network	of	professional	relationships	that	can	benefit	your	career	for	years	to	come.The	time	and	effort	you	invest	in	crafting	a	thoughtful	resignation	letter
reflects	the	same	attention	to	detail	that	should	go	into	all	your	professional	documents,	from	your	initial	job	application	materials	to	your	final	departure	correspondence.	This	level	of	professionalism	will	serve	you	well	throughout	your	career	journey.	How	to	resign	from	a	job	Youve	got	a	new	job	and	youre	really	excited	to	join	your	new	company	-
or	maybe	youre	desperate	to	leave	your	old	one.	However	you	feel,	handing	in	your	notice	letter	is	never	an	easy	conversation	to	have,	so	the	more	prepared	you	are	the	better.Therefore	the	first	step:	hand	in	a	notice	letter.	Write	your	resignation	letter	and	take	it	into	the	meeting	with	your	manager	This	will	put	you	in	the	right	frame	of	mind	for	the
conversation	and	will	give	you	a	prop	to	use	when	you	go	into	the	meeting,	explains	Sophie	Adelman,	who	manages	recruitment	platform	Hired.co.uk.	She	says	handing	in	notice	should	be	short	and	to	the	point;	thank	the	company	for	their	support	and	wish	everyone	the	best	for	the	future.	The	resignation	letter	should	acknowledge	what	you	have
decided	to	do,	your	rationale	for	leaving,	and	what	you	have	enjoyed	about	working	for	the	organisation,	suggests	Sarah	Hernon,	consultant	at	Right	Management.	Handing	in	notice	template	Click	here	to	download	our	resignation	letter	template.	When	discussing	your	leaving	date,	try	to	be	as	accommodating	as	possible	and	reach	an	agreement	on
timing	that	reflects	both	parties	needs,	advises	Victoria	McLean,	CityCV.	Dont	rush	the	conversation	Even	though	you	may	be	desperate	to	get	the	conversation	over	and	done	with,	remember	that	your	resignation	might	come	as	a	shock	to	your	manager	and	it	will	throw	up	a	number	of	complications	for	them,	explains	Adelman.	She	says	to	make	sure
you	have	dedicated	time	for	the	conversation	-	and	try	to	avoid	resigning	on	a	Monday	morning	or	just	before	a	key	meeting.	Be	polite,	respectful	and	avoid	confrontation	at	all	costs,	says	Hernon.	If	you	are	feeling	nervous,	be	prepared	by	rehearsing	what	are	you	going	to	say	in	advance.	This	will	help	you	stick	to	the	facts,	remain	calm,	avoid	waffle
and	stay	in	control	of	what	youre	saying,	she	adds.	Be	prepared	for	the	question:	why	are	you	leaving?	Inevitably	youll	be	asked	the	reason	why	youre	leaving	-	but	this	isnt	your	cue	to	dish	out	home	truths	or	launch	into	a	negative	appraisal	of	the	company.	Because,	criticism,	however	constructive,	is	not	a	good	idea,	Clare	Whitmell,	founder	of
jobmarketsuccess.com	says.	If	you're	asked	why	you're	leaving,	emphasise	what	it	is	you're	going	to,	rather	than	what	you're	leaving	behind,	she	explains.	For	example,	the	chance	to	work	on	a	particular	project,	in	a	particular	location,	or	to	develop	new	skills	-	or	even	to	pursue	a	career	change.	Never	stoop	to	personal	remarks,	score	settling,	or
clearing	the	air,	warns	McClean.	Behaving	with	dignity	and	decorum	will	make	you	feel	better	about	yourself	and	the	process	less	stressful	for	all	involved.	Adelman	suggests	that	a	useful	way	to	move	the	conversation	on	from	why	you	are	leaving	is	to	start	discussing	the	logistics	of	your	handover.	Coming	to	the	meeting	with	a	clear	plan	for	how	you
will	hand	over	your	existing	activities	is	a	really	professional	thing	to	do,	she	says.Most	managers	will	be	grateful	for	your	foresight.	Stay	professional	to	the	end	Ultimately,	it	is	important	to	make	your	bosss	final	impression	of	you	a	good	one.	And	there	are	several	reasons	why	this	matters;	the	first	is	for	professional	pride.	Do	the	best	job	you	can	do
under	the	circumstances,	and	don't	slack	just	because	you're	leaving,	advises	Whitmell.	The	second	is	that	it's	a	small	world.	Your	previous	boss	or	colleagues	may	cross	paths	with	you	-	or	with	current	managers	and	colleagues	-	in	the	future;	don't	make	it	more	awkward	than	you	have	to,	she	says.	If	you	are	staying	in	the	same	industry	you	will	meet
these	people	again	and	in	a	world	of	frequent	mergers	it	could	be	sooner	than	you	expect,	adds	McLean.	In	the	spirit	of	professionalism,	don't	tell	other	people	in	the	organisation	that	you're	planning	on	leaving	before	you	speak	to	your	boss,	advises	Adelman.	Give	your	manager	the	courtesy	of	being	the	first	to	know	of	your	decision	so	you	can
discuss	together	the	most	appropriate	way	and	timing	to	announce	your	departure.	Equally,	avoid	speaking	negatively	to	colleagues	about	your	manager	or	the	organisation	and	refrain	from	demonstrating	any	other	emotional	reasons	for	leaving,	Hernon	adds.	Finally,	dont	use	your	resignation	as	a	bargaining	tool	to	get	a	promotion	or	a	pay	rise.	You
should	only	offer	your	resignation	when	you	are	sure	you	want	to	move	onto	pastures	new,	advises	Adelman.	You	might	be	presented	with	a	counter	offer;	a	pay	rise,	a	promotion	or	the	new	opportunities	you	had	been	asking	for.	Adelman	says	even	though	it	would	be	tempting	to	accept,	ask	yourself	the	question	why	these	were	not	offered	to	you
before	and	if	this	really	does	change	how	you	feel	about	the	company.	If	you	have	already	accepted	an	offer	elsewhere,	reneging	on	that	offer	is	unprofessional	and	should	only	be	done	in	very	exceptional	circumstances,	she	warns.	Are	you	looking	for	your	next	career	opportunity?	Browse	our	jobs	here	Are	you	ready	to	resign	from	your	job?	Ifso,you
should	write	a	resignation	letter	to	formalize	the	details	of	your	departure.	But	what	is	a	resignation	letter,	and	why	should	you	write	one?	What	should	you	include,	and	when	do	you	need	to	provide	notice	to	a	soon-to-be	former	employer?	Here's	information	on	writing	a	resignation	letter	or	email	message,	along	with	samples	and	templates	youcan
use	to	write	your	own.	A	resignation	letter	is	a	formal	document	notifying	an	employer	that	you	are	leaving	your	job.A	resignation	letter	includes	notice	that	youre	resigning,	your	end	date	of	employment,	and	your	contact	information.	Youcanincludeadditional	details,butthey	are	not	required.Resignation	letters	can	be	submitted	in	print	or	sent	by
email.	In	some	cases,	you	may	want	to	share	a	printed	letter	with	a	manager	in	person.	A	resignation	letter	is	a	document	that	notifies	your	employer	that	you	are	leaving	your	job.	It	formalizes	your	departure	from	your	current	job	and	can	be	submittedbyemailor	as	a	printed	letter.	The	letter	servesaswrittennoticeofyourresignationandprovides	the
details	of	your	departure	from	the	company,	including	informationabout	the	end	date	of	your	employment.	It's	polite	to	send	your	resignation	letter	well	in	advance	of	your	departure,	withtwo	weeks	in	advancebeing	generally	accepted	as	the	minimum	unless	circumstances	requireyou	to	resign	without	advance	notice	or	with	short	notice.	In	some
cases,	you	may	not	be	able	to	provide	notice.	If	youre	working	in	a	difficult	workplace,	have	a	family	emergency,	or	other	circumstances	require	you	to	move	on	right	away,	give	your	employer	as	much	notice	as	isfeasible	given	the	situation.	When	you	are	considered	an	at-will	employee,	you	are	not	legally	required	to	give	notice.	If	you	have	an
employment	contract,	its	important	to	adhere	to	its	terms	when	youre	resigning.	Check	your	contract	to	determine	how	much	notice	you	need	to	give	your	employer.	If	you	tell	your	boss	in	person	that	you're	resigning,	have	a	printed	copy	of	your	resignation	letter	ready	to	share.	When	you	work	remotely	or	resign	with	short	notice,	however,	you	can
send	your	resignation	via	email.	When	youresign	from	your	job,	it's	important	to	doso	gracefully	and	professionally.	However,	you	don't	need	to	include	a	lengthy	explanation.	Keep	your	letter	or	email	simple	and	focused	on	the	facts.	Here's	an	overview	of	what	to	include	in	your	letter:	Intent	to	resign:Your	letter	should	start	with	the	fact	that	you're
resigning.Last	day	of	employment:Youshould	provide	information	about	the	last	day	youplantoworkatthecompany.An	offer	to	assist	with	the	transition:Often,	employeeswill	also	offer	to	help	in	the	transition,	perhaps	by	recruiting	or	training	a	replacement.	In	this	way,	both	the	employee	and	the	employer	can	leave	the	situation	with	closure	and	a
sense	of	respect	and	amicability.Questions	you	may	have:If	you	have	questions	about	your	final	pay	or	benefits,	you	can	inquire	in	your	letter	or	email.Contact	information:Include	your	personal	contact	information	so	it's	easy	for	the	company	to	get	in	touch	with	you.Signature:A	hard-copy	letter	should	include	your	written	signature	above	your	typed
name.	If	you're	sending	an	email,	simply	type	your	name.	To	achieve	a	positive	and	graceful	exit,	a	letter	of	resignation	willoften	thank	the	employer	for	the	opportunities	provided	and	mention	experiences	gained	at	the	company	or	how	the	employee	enjoyed	their	time	there.	There	are	some	things	you	shouldn't	include	when	writing	a	resignation
letter:	You	dont	need	to	include	the	reason	that	youre	moving	on,	especially	if	its	a	negative	one.Resignation	letters	are	not	an	appropriate	place	for	complaints	or	critiques	of	the	company,	manager,	or	co-workers.Theres	no	need	to	mention	inyourletterthatyou'llbegettinga	higher	salary	atyournewjob	(if	youare).	If	youre	looking	for	a	counteroffer	to
induce	you	to	stay,	that	conversation	is	better	held	in	person.Dont	use	your	letter	to	discuss	how	great	the	new	job	is	or	how	thrilled	you	are	about	leaving.	Keep	it	simple,	stick	to	the	facts,	and	don't	complain.	It's	important	to	leave	on	a	positive	note	because	you	may	need	areference	from	the	employer.	There's	no	point	in	burning	bridges	when
you've	already	decided	to	move	on.	A	resignation	letter	needs	to	include	your	contact	information,	official	notice	that	youre	resigning,	and	when	your	final	day	of	work	will	be.	If	youd	like	to	include	more	details	you	can,	but	theyare	not	required.	Heres	how	to	write	a	resignation	letter,	with	information	on	what	to	include	in	each	section	of	the	letter:
Contact	information:A	written	letter	should	include	your	and	the	employer's	contact	information	(name,	title,	company	name,	address,	phone	number,	email),	followed	by	the	date.	In	an	email	resignation	letter,	include	your	contact	information	at	the	end	of	the	letter,	after	your	signature.	You	dont	need	to	include	the	companys	contact	information.
Greeting:Address	the	resignation	letter	to	your	manager,	using	their	formal	title	("Dear	Mr./Ms./Dr.").	Paragraph	1:Note	that	you	are	resigning	from	your	job	and	state	the	date	on	which	your	resignation	will	be	effective.	This	will	give	the	employer	official	notice	for	your	personnel	file.	Paragraph	2:	(Optional)You	can	mention	the	reason	you're	leaving,
but	this	is	not	required.	If	you	choose	to	give	a	reason,	be	sure	its	a	positive	one,	such	as	starting	a	new	job,	leaving	the	workplace,	or	going	back	to	school.	Paragraph	3:	(Optional)If	youre	able	to	help	with	the	transition,	mention	your	availability	in	your	letter.	Paragraph	4:	(Optional)Mention	your	appreciation	for	the	opportunityyouhad	to	work	for
the	company.	If	there	was	something	especially	rewarding,	share	the	details.	Closing:Use	a	formal	sign-off,	such	as	"Sincerely"	or	"Yours	sincerely."	Signature:End	with	your	handwritten	signature	followed	by	your	typed	name.	For	an	email,	include	your	typed	name	followed	by	your	contact	information.	Resignation	letters	should	be	simple,	short,	and
written	in	business	format	using	a	traditional	font.	Length	of	the	letter:Most	resignation	letters	are	no	more	than	one	typed	page.	Font	and	size:Use	a	traditional	font	such	as	Times	New	Roman,	Arial,	or	Calibri.	Your	font	size	should	be	between	10	and	12	points.	Format:A	resignation	letter	should	be	single-spaced	with	a	space	between	each
paragraph.	Use	one-inch	margins	and	align	your	text	to	the	left	(the	alignment	for	most	business	documents).	You	can	download	the	resignation	letter	template(compatible	with	Google	Docs	and	Word)	to	use	as	a	starting	point	for	your	own	letter.	Review	examples	of	a	printed	and	an	email	resignation	letter.	Joseph	Q.	Hunter123	Main	StreetAnytown,
CA	12345555-212-1234josephq@email.comAugust	8,	2023Jane	SmithSenior	ManagerJohnson'sFurniture	Store123	Business	Rd.Business	City,	NY	54321Dear	Ms.	Smith,I	would	like	to	notify	you	that	I	am	resigning	from	my	position	as	assistant	manager	for	Johnson'sFurniture	Store	effective	August	22,	2023.Thank	you	very	much	for	the	opportunity
youve	given	me	to	learn	all	about	store	management	and	proper	customer	service.	I	have	genuinely	enjoyed	my	time	with	the	company,	and	I	believe	the	experience	has	taught	me	much	about	the	furniture	industryand	how	to	effectively	manage	employees.Next	month,	I	will	be	taking	on	a	position	as	a	manager	of	a	new	retail	store.	In	the	meantime,	I
willbe	happy	to	assist	with	your	transition	to	a	new	assistantmanager.Sincerely,Signature(hard	copy	letter)Joseph	Hunter	Subject:Killian	Zhu	ResignationDear	Ms.	Tanner,Please	accept	this	letter	as	my	resignation	from	McTavish	&	Co.	My	final	day	at	the	company	will	be	this	Friday,	August	7,	2023.I	apologize	for	the	short	notice.	I've	enjoyed
working	on	the	customer	service	team	and	have	learned	much	during	my	tenure	with	the	company.Please	let	me	know	what	I	can	do	in	the	next	few	days	to	help	with	the	transition.Sincerely,Killian	ZhuKillian.zhu@email.com512-123-1234	Two	weeks	is	considered	the	standard	amount	of	notice	to	give	an	employer	when	you	resign	from	a	job.	When	an
employee	is	covered	by	an	employment	contract,	however,they	are	expected	to	adhere	to	the	contract	terms,	which	may	require	a	longer	notice	period.	In	some	cases,	an	employee	may	need	to	quit	with	less	or	no	notice.	Company	policy	or	employment	contracts	may	require	resignation	letters,	but	most	employers	dont	require	formal	notification
when	an	employee	resigns.	When	a	resignation	letter	isnt	required,	it	can	stillmake	sense	to	write	one	to	create	an	official	record	of	your	end	date	of	employment.	Check	with	your	company's	human	resources	department	if	you're	unsure.	Thanks	for	your	feedback!	
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