
Letter of Resignation Directions 

 

Date (put the current date here) 

 
Name (supervisor who receives the letter)le (supervisor’s title) 
Organization (name of the company) 
Address (company address) 
City, State, Zip 

Dear Mr./Ms. Last Name: (last name of supervisor) 

I am writing to formally notify you that I am resigning from my position as (the title of your 
position or the job you did) with (the name of your company). My last day of employment will 
be (the exact date of your last day). 

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

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

 

Sincerely,  

Your Signature 

Your Typed Name 

 

Your Name 
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your Email 
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