Letterof ResignatiorDirections-deletehis text beforeprinting

Date (put the current date here)

Name (supervisor who receives the letter)
Title (supervisor’s title)

Organization (name of the company)
Address (company address)

City, State, Zip Code

Dear Mr./Ms. LastName:(lasthameof supervisor

I am writing to formally notify you that I am resigning from my position as (thetitle of your
positionor thejob youdid) with (the nameof yourcompany'. My last day of employment will
be (the exactdateof your lastday).

| appreciate the opportunities | have been given at (name of company) and your professional
guidance and support. | wish you and the company success in the future.

If | can be of any assistance during this transition, please let me know. | would be glad to help
however | can.

Sincerely,

Your Signature-deletethis line andsignhere

Your TypedName

Your Address

Your City, State Zip Code
Your PhoneNumber
Your E-mail



	header: Date (put the current date here)  

Name (supervisor who receives the letter) 
Title (supervisor’s title) 
Organization (name of the company) 
Address (company address) 
City, State, Zip Code 
	name: Mr./Ms. Last Name: (last name of supervisor)
	title:                                     Letter of Resignation Directions-delete this text before printing
	title pos 1: (the title of your 
	title pos 2: position or the job you did) 
	company name: (the name of your company)
	last day: (the exact date of your last day)
	(name of company): (name of company)
	signature: Your Signature- delete this line and sign here




Your Typed Name  
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your E-mail 


