Resignation Letter Template

DATE

Name

Company

Address

Dear (Managers Name) ,

Please accept this letter as my formal resignation as (Current Title) for (Current Company) to become effective as of (Dates).

I believe this new position will offer me more challenge and opportunity for advancement as well as broaden my experience.

Please understand that I have enjoyed my time with (Company Name) and truly appreciate the opportunity that you have given me. I would also like to thank you personally for your time and efforts in my development and training. The support shown by you and the rest of the management team has been very much appreciated.

 (Employers personal name) In a sincere effort to make your transition easier, I willingly make myself available to assist you during this two week period. 

My new position affords me the opportunity to continue my career growth.  I’m sure you understand my decision was a difficult one, however, it is final.  I wish you all the best and continued success moving forward.

Sincerely,

(Your name)

