[bookmark: _5389mcmn4by3]How to Write a Letter of Resignation Template

Here are some How to Write a Letter of Resignation Templates that you can use as yours.

[bookmark: _oz6osqta0c1p]1. Professional and Formal Resignation Letter
Subject: Resignation Letter – [Your Full Name]

Dear [Manager's Name],

I am writing to formally resign from my position as [Your Job Title] at [Company Name], effective [Last Working Day, typically two weeks from the date].

This decision was not made lightly and comes after careful consideration of my personal and professional goals. I want to express my sincere gratitude for the opportunities and experiences I have gained during my time here. Working with such a talented and supportive team has been a privilege.

During the remainder of my time, I am committed to ensuring a smooth transition, including completing outstanding tasks and assisting in training my replacement if needed.

Thank you again for the support and guidance you've provided. I hope to stay in touch, and I wish [Company Name] continued success.

Sincerely,
[Your Signature]

[bookmark: _53l6n8jbv1m6]2. Short and Simple Resignation Letter
Subject: Resignation – [Your Name]

Hi [Manager's Name],

Please accept this email as my formal resignation from my position as [Your Job Title] at [Company Name], effective [Last Working Day].

I appreciate the time I’ve spent here and everything I’ve learned. I’ll do what I can to help with the transition.

Thanks and best wishes,
[Your Signature]

[bookmark: _nrjlki1gp4p8]3. Appreciative Resignation Letter
Subject: Thank You and Resignation – [Your Name]

Dear [Manager's Name],

I am writing to let you know that I will be resigning from my role as [Your Job Title] at [Company Name], with my final working day being [Last Working Day].

This was a tough decision because of how much I’ve enjoyed being part of the team. I’ve learned so much and grown both personally and professionally thanks to your leadership and the opportunities I’ve been given here.

I’m especially grateful for [mention a specific project, responsibility, or learning experience], which made my time here even more meaningful.

Please let me know how I can help during the transition. I hope to keep in touch and wish everyone at [Company Name] continued success.

Warm regards,
[Your Signature]
