







RESIGNATION LETTER
Your home address






City, State  Zip
Current date

Supervisor’s Name & Title

Business Name

Street Address

City, State  Zip

Dear ________________

Paragraph one – Accept this letter of resignation effective (date)

Paragraph two – State position and company you are going to work for and the starting date.   (this is an optional paragraph)

Paragraph three – Thank the company you are leaving.  Mention positive ways the company has helped you.  

Paragraph four – Pleasure to work for (company) and proud to have had the opportunity to work for you.

Sincerely

Your Name

Resignation letters should include:


Effective date of resignation – a two week notice is appropriate


You do not have to state where you are going or why you are leaving


Don’t burn bridges, bad mouth co-workers/employer


Remember, live is short, memories are long, and you may need to use this



employer as a reference.  Your new employer may call & check on you

Arial font, size 12

Margins – 1”

Sign in BLACK ink

Center letter vertically on the paper  

