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RESIGNATION LETTER

Your Name
Your Address
Date

YourManagers Name (e.g. John)
Managers Title
Cempanyaddrats

Dearjohn,
I wrould ke to resign my position as (job title) with {company name) to eave [date).

Ierouid ke to take this opportunity to say that making this decision has been difficult, as working at {company
name) has been sucha positive experience and one forwhich | am grateful. | have gained much here andhave

enjoyed working with you and my other colleagues in {department/section/project).

However, | amexcited about the new position | am undertaking and my decision is rrevocable as | am now
iegally bound by having signed a contract,

| am canscious of the need to provide support to the (name of the deganiment) until my departuse andi shall
give my full com

tmant until then,

Iwish (departmenta
ghvan during my time here.

mpany) every success in the future and thank youfor the opportunities | have been

Yourssincerely,

Your Name and Signatures

Ce:Human Resources Manager

¥ioeal Ma
Yol Addness
Dae

Your Managess Mams [e.g. John)

iNarages Trie
iCompany &ddmess

D Jodn,

| vecegd Bk fo FESEGN My poREes B (Ob 1) wih [Compaty RETE) 16 EEvE (dME)

| el G G2 1BEE TS CEDTUnEy O S0y 100 SBEEG this decron hES Bean SNl B woriong B (oo ey
AETE) BEE BEEN Bolh B POSANCE EuiEnEniE B onl Por wiazh | B ratelel | hive gheil migeh e and oo

NI WOrng Witk you Bnd my cEher SoBSRgVES I [SISBTmEnt BRCUCN prosect)

Howwwer, | am mocifed about the nerw position | am undertaking and sy decision & imevocadde as | am now legally
bound by having signed a contract

| am conscious of the nesd to prowvide support tothe (name of the deparimsent) untl sy departure and | shall ghve my
full comsmigmaend untd then

| wih {depariment and company) every suocess in the futwe and thank you Tor the oppotonites. | have been green
during fry e hene

Yiodts Sttty

Sample Resignation Letter [FORMAT]

[¥our Name]

[Street » City » State » Zip Code]
[Phone]

[ Email]

|pote today]

[Recipient's nama]
Et_‘.mmpnnp :I1CII'I'1U-|
|address]
|addrass]

| address]

Dear [Recipient's name]:

| arm writing this letter to inform you that | am leaving my job as [job title] at
[company name]. | hove been working here for [duration] yeors, and | am
grateful for the experience | have gained in my work life.

| Gy I:rcwlng becauss | have recahded anothar rr_rb offar frorm [v;qn".purl',r
rama]. | am planning to start working at [company name] on [date]. | have
enjoyed working here, and | am grateful for the opportunities | have hod to

grow professionally and personally
Sincerely,
[Sign here]

[Your name, title]

cc [Mames for copies]

Prepared by- 10lonlinecourses

Download Complete HR TOOLKIT at 10lonlinecourses.com

Hr |oseph Blogigs
1 Magh Strest
Sometaem

X1 I¥Z

Mr | Smich

Head of Anance and Tansscthons
ABC Soluthons

147 The Street

Ayl

I9 X

Date)

Diear Mr Smith

Aease srcept this letier a6 motifcation that | wish io retiire fom my postion ax Senior
Fecount s Manager witkin ABC Soluthans, with effect frmem e date above

15 wlER & B iy BEATE ThaL | FBaVE The e Eitnn wWhch | Rive paetammed Mo the lase 27
yoars, but | have decided the lime Rag Comse Nor me i Sart my setisernent ard spend

mioie L Wikl ey partner . chlidnen. and Beauiful -1 Sl dpit-hag

| believe | am reguined togive you tweive weeiss' rotice of my intentions: the refoe: mmy
dafe on which | depart will be [sreert date]. 1T | hawve outstanding acowmulabe d anrsal
Beawe, please advise me how mac by and when | shoold ke it or if it well b= pasd bo mic

MLay | taicg this cpportuniny b thank o enos greckocsly foe the help, suppeet, and
CPPOTUNITIES | havwe had intne TArCHstE years | have Baen with the Company It has
Bena mmarinbie eoperienge and | have enjeyed all the time gpent warking with you
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This is because, within the two weeks, the employers will have time to look for other candidates to fill in for the person leaving the job without being short-staffed. You cannot up and go without giving them a heads up. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Resignation Letter For Hospital Staff Date: To,
[Name of Addressee] [Designation of Addressee] [Name of Hospital] Subject: Resignation - Your Name Dear Sir/Madam, Kindly accept this letter as my formal resignation from my post as a nurse at Hope Memorial Hospital. After giving it a lot of thought and consideration, I have decided to pursue my dream job to become an educator. A resignation
letter is a piece of document drafted by you to your employer, letting them know that you will leave your job. Start the second paragraph with some words of appreciation. The above shared different resignation letter samples and examples in words (focusing on various designations and scenarios) should make it easier for you whenever you are about
to write a letter of resignation. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Email Resignation Message Samples Now, when submitting your resignation notice via email, ensure that you CC or BCC the right people. You need to complete your notice period first if you want your relieving and experience letter. I am forever
grateful for allowing me to develop my skills under your leadership. I will miss the company and my team dearly. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Download resignation letter template in word Formal Resignation Letter Samples Two Weeks Resignation Notice Format If and when you plan to submit your
handwritten two weeks’ notice, here is a resignation letter template you could utilise. Choosing some of the most common reasons people leave their jobs, we compiled a few resignation letter templates depending on various scenarios. Ensure that you add the final details of your employment and give them the required amount of notice. When you
plan to leave your organisation for whatever reason, there are certain formalities that you have to follow. Although there is no specific resignation email format, ensure that it is written in a formal tone. As the higher-ups will receive this letter, it has to be written in a formal tone. I thank you with all my heart for allowing me to work at your fine
establishment and wish nothing but the best for Enchanted Woods and all the staff members. I wish you all the best and lots of success for AKAL Infosys. Generally, resignation letters are sent to the employers two weeks before the time you are going to resign from the position. Should you need further information, do email me at abc@gmail.com or
call me at 8787369801. Absconding is an unprofessional exit that you should avoid at all costs, as it will only put a dent in your otherwise good name and reputation. Free Formal Resignation Letter TemplateDetailsFile FormatMicrosoft WordApple PagesGoogle DocsSize:DownloadResignation Letter for Teacher TemplateDetailsFile FormatMicrosoft
WordApple PagesGoogle DocsFree DownloadFormal Resignation Letter TemplateA resignation letter expresses your intention of leaving your work you currently work for. So, in the first paragraph, do add your end date as well. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Formal Resignation Letter Examples With a
Reason (Life Situations) Although employees often wish not to share their reasons for leaving their jobs, some do, and instances where the reasons have to be mentioned. While reading this, you might come up with all these questions - How to write a resignation letter? This article will share everything you need to know about resignation letters,
along with the resignation letter format and samples that we think would come in handy for you someday. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Formal Resignation Letter For Dissatisfaction With Your Position Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject:
Resignation letter Dear Sir/Madam, Kindly accept this letter as my formal resignation from the Graphic Designer position for D.M.Press as I have realised that this is not a good fit for me. Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject: Resignation - Your Name Dear Sir/Madam, I am writing to
inform you that I will be resigning as a [designation] for [company], effective two weeks from this date. I wish you and all the staff the very best for their future. During my time at Enchanted Woods, I have learned a lot and grown professionally. Try to leave a good and lasting impression. Serve it well. We will teach you how to write a great letter of
resignation in the best professional way. Example: [ am writing to inform you that I am resigning from my position as an SEO Executive for Akal Infosys, effective December 3, 2021. Words of appreciation and gratitude You were chosen among many candidates for the role that you are about to resign from. Let them know that you will help the new



joiner who will be taking over for you with the transition. Download this Free Resignation Letter Templates, and use it to write that letter. Working with you and all my colleagues has been a fantastic experience and one that I will hold close for a very long time. Before I leave, I will ensure that all my projects are completed, and I will be more than
happy to assist in any way to ensure a smooth handover to my replacement. I would like to take this opportunity to thank you for your continued support and the opportunities that you have provided me during the last four years. Do let me know if there is anything I can do with the transition. Example: I would be more than happy to help the new
person taking over my roles and responsibilities with the transition process. Contact information Though this is not always necessary, it is wisest to add your contact info, especially if you want to maintain your professional network. Thank you for giving me this fantastic opportunity to grow as an educator under your guidance and support. My last
working day with St Margaret High School would be on March 31, 2022. Also, employers will want to see first in the letter after reading that you will be resigning is that last working day. Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject: Resignation letter Dear Sir/Madam, I am writing to inform you
that I will be resigning from my position as a [designation] for [company], effective 2022. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Resignation Letter Tips: Dos and Don’ts When Writing A Resignation Letter When you submit your resignation letter, here are some Dos and Don’ts that you should follow: Do’s: Use a
formal format: Be it mail or email, ensure that you use the formal letter format. Subject: Resignation - Your Full Name Dear Sir/Madam, I am writing to inform you that I will be resigning as a [designation] for [company], effective two weeks from this date. Take note of the following points while writing a formal resignation letter.Be positive: When you
are writing a formal resignation letter, leave a positive mark on the employer. Just add the details and send it to the employer.Formal Resignation Letter for One Month Free PDF Templateiauk.co.ukDetailsFile FormatSize: 38 KBDownloadThe Formal resignation letter for one month template in PDF is a comprehensive resignation letter template
created to provide a one month notice to the company before resigning from the job.Formal Resignation Letter Effective Immediately Free Wordsloaneassociates.com DetailsFile FormatSize: 6 KBDownloadThe formal resignation letter effective immediately template in PDF is used by employees seeking immediate resignation from their job due to
different reasons. As my husband and I will be relocating to Chennai, I will have to find employment there and, sadly, leave my current position in AKAL. My last day of employment will be tomorrow, i.e., November 22, 2021. 5+ FREE & Premium Formal Resignation Letter Templates - Download NOWBeautifully Designed, Easily Editable Templates to
Get your Work Done Faster & Smarter. Maybe someone being unprofessional or borderline rude is the reason that you have decided to leave. This will help you in exiting with a lasting impression and help you build your network for future reference. It was an absolute pleasure working with you and all my colleagues. Hotel Mayur has given me a
great space for my growth and development in my career, and for that, I thank you. Thanks & Regards. Please accept my sincerest apologies for the inconvenience I have caused you. When they ask you why you are leaving their organisation, do not brag and say you’ve got a better offer with a much sweeter deal. My final day of work will be
December 30, 2021 I regret to inform you that being a Graphic Designer at D.M.Press has been quite a struggle for me as the environment has been challenging. Formal Resignation Letter For Higher Studies Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject: Resignation letter Dear Sir/Madam, This
letter informs you that I will be resigning from my position as a Front Desk Executive for Enchanted Woods, effective December 3, 2021. Although some companies do not expect their employees to write formal resignation letters, some require them. This is taken as an immediate resignation without advance notice due to specific issues. It should be
written in a formal business format. During my time at [company], I have learned a lot and grown professionally. Working at Hope Memorial Hospital for the past five years has been one of the most fulfilling experiences of my life. If there is anything I can do to ensure a smooth and efficient transition, please let me know. To do so, I have decided to
pursue B.Ed and receive my degree to follow my dream. Most organisations include this rule in employee contracts. I thank you with all my heart for allowing me to be a part of your fine establishment, where I have grown professionally and developed my skills. However, do not be too honest with your answer. And in these times, although our work
contract would say we have to serve a notice period and submit a resignation letter format with notice period before we leave the company, we can’t always follow through. I would be more than happy to help the new person who will be taking over my roles and responsibilities with the transition process. It was an honour to work alongside such a
dedicated team and under excellent management. Thank you. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Formal Immediate Resignation Letter There are instances where we have to get up and resign without advance notice to certain unavoidable circumstances that are beyond our control. Sincerely, [Sender’s
signature] [Sender’s name] [Sender’s contact details] Formal Resignation Letter For A Career Change Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject: Resignation letter Dear Sir/Madam, I regret to inform you that I am resigning from my position as Software Engineer for AKAL Infosys. Please feel
free to contact me with any questions about the projects I have been working on. Moreover, as you mention your last date of employment in the letter, it would help the organisation’s HR prepare your experience and relieving letters. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Resignation Letter For Hotel Staff

Date: To, [Name of Addressee] [Designation of Addressee] [Name of Hotel] Subject: Resignation letter Dear Sir/Madam, Kindly accept this letter of resignation from my position in Hotel Mayur as a Hotel Manager, effective December 3, 2021. I thank every one of you for the incredible opportunity you have bestowed upon me and for
allowing me to be a valued member of the AKAL family for ten years. The hard copy must have your signature. I wish you all the best and lots of success for D.M.Press. In the world of work, it would be best if you write your resignation letter before leaving the organisation for the sake of professionalism. A well-written resignation letter must include
the following components. I hope you can understand the predicament I am in and accept this resignation. Otherwise, it will come back to bite you one way or the other. While serving my notice period, I will be more than happy to help you in any way to make the transition as smooth as possible. Submit both soft and hard copies of the resignation
letter. What Is a Two Weeks’ Notice Letter? I am very grateful to you for giving me the fantastic opportunity to grow professionally and personally. In this case, since you want to tell your employer that you will be resigning from your post, the first paragraph should be a statement of your resignation. Do not refuse or be a slacker to work during your
notice period. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Download immediate resignation letter in word Formal Resignation Letter For Marriage Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject: Resignation letter Dear Sir/Madam, I regret to inform you that I am
resigning from my position as Human Resource Manager for AKAL Infosys as I will be getting married in three months. One such formality that you must ensure that you follow is submitting your resignation letter, preferably a month in advance, so that you will have time to serve your notice period as well. Talk about the things you have learned
while working in the company. Mention the last date of your employment with the company. Make sure you offer to hand over the roles and responsibilities you had to your successor in the company.Do not forget to thank the company for providing training and skills that contribute to your career growth and development.A Formal Resignation Letter
Template will help you out in writing your resignation letter efficiently.Director Resignation LetterDetailsFile FormatMicrosoft WordApple PagesGoogle DocsFree DownloadAccountant Resignation LetterDetailsFile FormatMicrosoft WordApple PagesGoogle DocsFree DownloadManager Resignation LetterDetailsFile FormatMicrosoft WordApple
PagesGoogle DocsFree DownloadFormal Resignation Letter for Two Weeks Notice Free PDFwiregrass.eduDetailsFile FormatSize: 14 KBDownloadThe formal resignation letter for two weeks notice template in PDF is created using the formal resignation letter format that is required by the companies. Should you need further information, do email me
at abc@gmail.com or call me at 87*****8(01. Transition Details This is where you should let the employer know that you will help the recruit who will be taking over for you with the transition. Although a Professional Resignation Letter Templates must be short, you might want to add a little more description on the why, how and because of whom you
are leaving the job. For instance, if you send it to your Human Resource Manager, provide that you CC your manager or supervisor. Sincerely, [Sender’s name] [Sender’s contact details] Download resignation Email template in word Formal Job Resignation Letter Samples Here, we are going to share resignation letter templates for different jobs in
various sectors. What is the resignation format? Ensure that you clean and organise your desk and documents (for the new joining) in case the organisation asks you to leave at any time. So, when employees decide to leave their jobs, they are expected to submit their two-week notice letter professionally. It is only fair that you thank the employers for
the opportunity to be employed by them and for all the things you have learned during your time with them. This will make it look professional. In such situations, submitting an immediate resignation letter is the wisest route to take. You can write a formal resignation letter to inform the boss your intention of quitting the job. If you look at the
resignation letter template below, you will see that we have used the formal letter format. Just add the important details and the resignation letter is ready.Account Executive Formal Resignation Letter Free PDFnortheastern.edu DetailsFile FormatSize: 168 KBDownloadThe account executive formal resignation letter template in PDF is a simple
resignation letter template that can be used by employee in the account executive post. Please know that I am happy to assist the recruit who will be taking over for me with the transition process. Just add the details of the employee and the employer and the letter is ready to be send.Free Employee Formal Resignation Letter PDF
Downloadallemano.ca DetailsFile FormatSize: 178 KBDownloadEditable Formal Resignation Letter Free Word Downloadhostos.cuny.edu DetailsFile FormatSize: 6 KBDownloadNurse Formal Resignation Letter Free PDF Downloadamazonaws.comDetailsFile FormatSize: 120 KBDownloadBest Formal Resignation Letter PDF Free
Downloadwiregrass.eduDetailsFile FormatSize: 14 KBDownloadOffice Manager Formal Resignation Letter Word Free Downloadchange-job.com DetailsFile FormatSize: 6 KBDownloadSample word, excel or PDF letter templates can help you write the best resignation letter that will make your boss want to think twice. As you leave the organisation
and your colleagues, you need to ensure that you end things on a good note. Hold on, take a breather. My last day of employment will be November 22, 2021. Example: During my time at [company], I have learned a lot and grown professionally. Read More: Leave Application for Office, School & College With Samples So, should the time ever come for
you to quit your job, we hope this article on resignation letter format and samples helps you draft a polished, effective and professional resignation letter. As a working professional, it is a common courtesy to submit a resignation letter before leaving the company in the world of work. Also, do not, by any means, spread rumours or misinformation. It
would be my delight to train or assist the new joiner who will be taking over my roles and responsibilities with the transition process during the next [notice period in weeks]. We will leave you here with our best wishes. I have enjoyed working with all the staff members and wish everyone the best in their future endeavors. In most organisations, the
standard time for a resignation announcement is two weeks before the last date of employment. Should you need anything for me or the transition process, you can reach me on my number, 8789065413. Sincerely, [Sender’s signature] [Sender’s name] [Sender’s contact details] Resignation Letter for Office Date: To, [Name of Addressee]
[Designation of Addressee] [Name of Company] Subject: Resignation letter Dear Sir/Madam, This letter informs you that I will be resigning from my position as a Front Desk Executive for Enchanted Woods, effective December 3, 2021. Before I leave, I will ensure that all my projects are completed as far as possible. Sincerely, [Sender’s signature]
[Sender’s name] [Sender’s contact details] Resignation Letter For Director Date: To, The Board of Directors [Name of the Company] [Address Of Company] Sub: Resignation Letter Dear Sir/Madam, I hereby tender my resignation from the Directorship of the AKAL Infosys due to personal reasons. Should You Even Write a Resignation
Letter? Again, when asked why you are leaving the organisation or for feedback, do not badmouth the organisation or any of your colleagues or supervisors. I am forever grateful to you for allowing me to develop my skills and grow professionally. I thank you for your patience and understanding, and I apologise for the inconvenience. Sincerely,
[Sender’s signature] [Sender’s name] [Sender’s contact details] Professional Resignation Notice Format When it comes to your professional life, always choose to do things the professional way. Do not brag about your new job to your colleagues and ask them to join you or leave their jobs. Even when it comes to submitting your resignation notice,
choose the formal letter format. Declaration Of Your Resignation With Last Date Of Woking In every good formal letter, the first paragraph must always contain the purpose of the letter. Be professional and keep it positive. The past three years have been a rewarding and productive experience for me. Sincerely, [Sender’s signature] [Sender’s name]
[Sender’s contact details] Resignation Letter For A Security Guard Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject: Resignation letter Dear Sir/Madam, This letter is to inform you that effective November 21, 2021, I will be resigning from my position as Security Officer at AKAL Infosys. Sincerely,
[Sender’s signature] [Sender’s name] [Sender’s contact details] Formal Resignation Letter Due To Salary Issue Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject: Resignation letter Dear Sir/Madam, Please accept this as my formal resignation from my position as Customer Relationship Manager for NE
Connections as I am facing problems due to the low salary. I am forever grateful to you for allowing me to be a part of the organisation and for allowing me to develop my skills. I would like to take this opportunity to thank you and let you know that I appreciate the experience and growth opportunities I have gained while working at AKAL Infosys.
Read More: Top 30 Strengths and Weaknesses for Job Interviews Well, there you have it, ladies and gentlemen: Everything you need to know about resignation letters, such as - how to write a resignation letter What to write in a resignation letter Resignation letter format and samples Resignation email format and so much more. It functions as an
official notice to the employer that you would be leaving your job within a specified period. Resignation Letter For Teachers Date: To, [Name of Addressee] [Designation of Addressee] [Name of School] Subject: Resignation - Your Name Dear [Name of Principal] I am writing to inform you of my decision to resign from the position of English
teacher at the end of this academic year. What do I include in a professional resignation letter? We have also included some resignation letter tips that will come in handy. Please accept this letter as my resignation with immediate effect and relieve me of my duties. I would like to thank you for this amazing opportunity where I was able to learn and
grow professionally and develop my skill sets. Talk about how thankful you are for the professional development opportunities or to have a good supervisor or a supportive work environment. The newbie will need some guidance initially, and who better to show them the way than you? Don’ts Do not leave without informing the organisation. After
giving it much thought and consideration, I have decided to follow my passion for helping people and work with a nonprofit organisation. I wish the students and faculty the very best for their future. This may include assisting the organisation finds the right candidate for the jobs, training them, and keeping them up to date with the projects or works
that are still pending. I would like to thank you for this fantastic opportunity where I was able to learn and grow professionally and develop my skill sets. And, what about all the details you must not miss out on? Example: Should you need further information, do email me at abc@gmail.com or call me at 8787369801. How to Write a Formal Letter of
Resignation: Resignation Letter Template Although there is no specific format to follow when writing a resignation letter, we advise you to use the formal letter format. My last day of work will be July 16, 2021. When the boss starts to get a little bit personal, unruly and unprofessional, and the Human Resource team is too dump to fight for employees’
rights, the best thing to do might be to quit the job. Read More: Top 20 Interview Questions for Freshers With Answers What Is A Resignation Letter? Here is a resignation email message example. So, you need to state the date of resignation. Date: To, [Name of Addressee] [Designation of Addressee] [Name of Company] Subject:
Resignation letter Dear Sir/Madam, I regret to inform you that I am immediately resigning from my position as Software Engineer for AKAL Infosys due to reasons beyond my control. Kindly provide me with an acknowledgment for receipt of the resignation and a copy of the e-Form DIR-12 filed with the Registrar of Companies to that effect for my
reference and record. Employees are generally expected to submit a resignation letter two weeks before their final day of work. You do not want to end on a wrong term with anyone. Ensure that you add your designation as well since it is the post you will be resigning from. Date: To, [Name of Addressee] [Designation of Addressee] [Name
of Company] Subject: Resignation - Your Name Respected Sir/Madam, This letter informs you that I will be resigning from my position as a [designation] for [company], effective two weeks from this date. My decision to leave the company is because I cannot afford my primary and secondary needs with the amount I am getting, and the 10%
increment was not enough for my family and me either. (Visited 61,408 times, 145 visits today) Last modified: June 1, 2022 My last day of employment will be December 30, 2021.
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