Resignation Letter Template
Replace all bracketed text before submitting the letter
	YOUR DETAILS
[Your Full Name]
[Job Title]
[Email Address]
[Phone Number]
	DATE
[Month Day Year]

	EMPLOYER DETAILS
[Manager's Full Name]
[Manager's Job Title]
[Company Name]
[Company Address]
	LAST WORKING DAY
[Month Day Year]



Dear [Manager's Name],
Please accept this letter as formal notice of my resignation from my position as [Job Title] at [Company Name]. My final working day will be [Last Working Day], in accordance with my required notice period.
I appreciate the professional opportunities, experience, and support I have received during my time with the organization. Working with the team has contributed meaningfully to my professional development.
I will make every reasonable effort to complete current responsibilities and support an orderly handover before my departure. Please let me know which tasks, documents, or training arrangements should be prioritized during the transition.
Thank you for the opportunity to work at [Company Name]. I wish the organization and my colleagues continued success.
Sincerely,
[Signature if printed]
[Your Full Name]
Editable resignation letter template




