Resignation Letter

Full Name

Street

City, XXXXX-XXXX
MM/DD/YYYY

Recipient Full Name
Job Position
Company

Street

City, XXXXX-XXXX

Dear Recipient Full Name,

Please accept this letter as a formal notice of resignation from my role of Current job |
at company name. My last working day with the company will be on
MM/DD/YYYY.

I'm truly grateful For the opportunities the company has given me. | truly appreciate all the ¢

During my notice period, | will do my best to make the transition smooth and will ensure |

| wish the business success in the future and intend to keep in touch.

Best regards,

Full Name




	
	Street: 
	City: 
	ZIP Code: 
	Date: MM/DD/YYYY
	
	Recipient Job Position: 
	
	Recipient Street: 
	Recipient City: 
	Recipient ZIP Code: 
	
	Current job position: 
	Last working day: MM/DD/YYYY
	Additional text 1: I’m truly grateful for the opportunities the company has given me. I truly appreciate all the skills and knowledge that I have learned during this time, which will serve me well in the future. Being a part of such a great team has been an amazing experience.
	Additional text 2: During my notice period, I will do my best to make the transition smooth and will ensure that all details and information remain available to the person taking my position.
	Additional text 3: I wish the business success in the future and intend to keep in touch.
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