
HOW DO YOU WRITE A FORMAL RESIGNATION LETTER

When you're resigning from a position, it's a good idea to send a formal resignation letter as well as to inform your
manager in person. A letter provides official.

Regardless of the circumstances, keep it simple and concise. Please let me know of the ways I can help make
the transition as smooth as possible. Use the company name on the first line, followed by the street address,
city and zip code. If possible, however, it is also a good idea to mention the good experiences and career
development support you had during your employment and to thank your employer for these opportunities.
You do not need to include the name of your future employer in your resignation letter. Great news! A written
letter, whether emailed or mailed, is important because it provides closure to your HR file. Resignation letter
template Below is a sample resignation letter template and suggestions for customizing it based on your
circumstances. While I will be moving on to a new position, I am deeply grateful for the opportunities to grow
and learn during my time here. Keep it positive and approach the meeting as an opportunity to cement the
networking relationship, not a chance to vent. A resignation letter is not the place to air your grievances or
speak poorly of your soon-to-be former company or co-workers. Your resignation letter should be short and
concise. Crafting and submitting a professional resignation letter is a key aspect of the resignation process and
can leave a lasting impression on former and future employers. A resignation letter expresses your intention to
leave the company you currently work for. Next, list any key information the recipient should be aware of
regarding your transition. I would like to thank you for all of the great opportunities I have had while working
on this team. Resigning from a job , regardless of the pretenses, is a major life decision and should be taken
seriously. Learn how to write a resignation letter that keeps you in good standing with your employer.
Typically a resignation letter includes the following information: Statement of resignation from company Date
of last day of work Statement of gratitude Next steps or important information Signature Why are resignation
letters important? Review these tips for what to include and how to write a resignation letter to get started.
Provide your official end date, ideally at least two weeks in advance. Always maintain your professionalism
and keep things formal. Roque suggested including the following elements: Your end date. It also assures that
all the appropriate supervisors and management have the information they need. Before writing your letter,
you should consult with your direct supervisor or HR manager to follow any processes your company has in
place regarding resignations. Pat Roque, career transformation coach at Rock on Success , described a job
resignation letter as being a formal notification of your exit strategy. You may also send an email. Thank you
for understanding, and please let me know if I can be of any assistance during this time. Also review more
examples of resignation letters that fit every circumstance. Melissa Ling. Writing one or two sentences
explaining what you are thankful for about your time at the company will help foster a peaceful transition.
Include a statement of resignation. Next, state clearly that you are writing to submit your formal resignation
from the company.


