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[Your Name][Your Address][City, State, Zip Code][Email Address][Phone Number][Today's Date][Recipient's Name][Recipient's Job Title][Company Name][Company Address][City, State, Zip Code]Dear [Recipient's Name],I am writing this letter to formally notify you of my decision to resign from my position as [Your Job Title] at [Company Name]. I
am providing [Notice Period] notice, as per the terms of my employment contract, and my last working day will be [Last Working Day], which falls on [Date].I have thoroughly enjoyed my time at [Company Name] and am grateful for the opportunities and experiences I have gained during my tenure. However, after careful consideration, I believe it is
time for me to explore new challenges and opportunities in my career.During my notice period, I am committed to ensuring a smooth transition of my responsibilities to my colleagues or any other team member as per your guidance. Please let me know how I can assist in facilitating this process.I am more than willing to help train my successor or
provide any necessary information to ensure a seamless continuation of tasks and projects. Moreover, I will make every effort to complete any pending work or handover tasks before my departure.l sincerely thank the entire team at [Company Name] for their support, encouragement, and camaraderie throughout my journey here. I have truly
cherished working with such a talented and dedicated group of individuals.I am available for an exit interview if required and would appreciate the opportunity to provide feedback that could contribute to the continuous improvement of [Company Name]'s work environment and practices.Please let me know the formalities and procedures I need to
follow during my notice period. Additionally, kindly advise me on any documents I need to complete for a smooth exit.Once again, I express my gratitude for the valuable experience and memories gained at [Company Name]. I wish the company and the team continued success and prosperity in all future endeavors.Thank you for your understanding
and support throughout this process.Sincerely,[Your Name] Whether you're starting a new job, relocating, or taking a break for personal reasons, leaving your current position on a positive note is essential. Writing a well-structured resignation email is a crucial step in the process. A resignation email is more than just a formality; it reflects your
professionalism and can help maintain a good relationship with your former employer. To help you navigate your way out of your current gig into your next, we have curated 20 examples of resignation emails that help you look thoughtful, honest and professional.7 Tips on Flow and Format of a Good Resignation EmailA well-crafted resignation email
should include the following elements:Start with a respectful greeting: Address your manager or HR representative by their name and title.Clearly state your intent to resign: Begin with a clear statement of your intention to resign from your position.Mention your notice period or last working day: Indicate when your resignation will be
effective.Explain the reason for your resignation (optional): If appropriate, briefly explain your reasons for resigning.Express gratitude for the opportunity: Thank your employer for the experiences and opportunities they have provided.Offer assistance during the transition: Extend a helping hand for a smooth transition of your responsibilities.End
with a professional closing: Conclude with a courteous sign-off, such as "Sincerely" or "Best regards," followed by your name.Before you hit send, it’s always a good idea to let your manager know your intentions - in person, or over a phone call. A resignation, however well drafted, is best received when it’s not a surprise.Now that you know what all
entails in a well-written resignation email. Let’s walk you through resignation email examples for different scenarios:1. Resigning due to a new job opportunitySubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope this email finds you well. It is with mixed emotions that I am writing to formally resign from my position as
[Your Position] at [Company Name], effective [Last Working Day, typically two weeks from the date of the email]. I have recently been offered a new job opportunity that aligns with my long-term career goals, and after careful consideration, I have decided to accept it. While I am excited about the next chapter in my career, I am also deeply grateful
for the opportunities, experiences, and mentorship I have received at [Company Name]. Over the next [notice period], I will ensure a smooth transition of my responsibilities and be available to assist with any queries or training my replacement needs. Thank you for your guidance and support during my tenure at [Company Name]. I value the
relationships I have built here and look forward to staying in touch. Sincerely,[Your Name] 2. Resigning for personal reasonsSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're doing well. I am writing to inform you that I will be resigning from my position as [Your Position] at [Company Name], effective [Last
Working Day]. I am committed to making this transition as smooth as possible. I will be happy to assist in training my replacement or help in any other way during my notice period. Best regards,[Your Name] 3. Resigning due to relocationSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope this email finds you well. I am
writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. My decision to resign comes after much deliberation, as my spouse and I have decided to relocate for family reasons. Unfortunately, the distance makes it impossible for me to continue in my current role. I have thoroughly enjoyed working
at [Company Name] and am grateful for the opportunities, support, and professional growth I have experienced here. Over the next [notice period], I will ensure all my responsibilities are handed over seamlessly and be available for any questions or assistance needed. I will miss being part of this wonderful team and look forward to staying in touch.
Warm regards,[Your Name] 4. Resigning due to pursuing further studiesSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're doing well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. After careful consideration, I have decided to pursue
further studies to advance my career. This decision was difficult, as I greatly valued my time and experiences at [Company Name]. I will ensure a smooth transition of my duties and be available to assist with any queries or training needed during my notice period. Thank you for your support and for the opportunities I have been given during my time
here. Best regards,[Your Name] 5. Resigning due to a career changeSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. After much reflection, I have decided to explore a new career path in
[New Field]. While my personal and professional aspirations drive this decision, it is bittersweet, as I have enjoyed my time at [Company Name] and the relationships I have formed here. I am committed to ensuring a smooth transition of my responsibilities and will be available to assist with any questions or training needed during my notice period.
Thank you for your guidance, support, and the opportunities I have been given during my tenure here. Sincerely,[Your Name] 6. Resigning due to dissatisfaction with the work environmentSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope this email finds you well. I am writing to inform you of my decision to resign
from my position as [Your Position] at [Company Name], effective [Last Working Day]. This decision was not easy and came after careful consideration. While I am grateful for my experiences and opportunities at [Company Name], it is time for me to explore new work environments that align more closely with my career goals and values. I am
committed to making this transition as seamless as possible. I will gladly assist in any way I can during my notice period. Thank you for the understanding and support I received during my time here. Sincerely,[Your Name] 7. Resigning due to a lack of growth opportunitiesSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I
hope you're doing well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. I have enjoyed my time at [Company Name] and am grateful for the opportunities and experiences I have had here. However, I have reached a point in my career where I am seeking new challenges and
opportunities for growth that are currently outside of my current role. I will do my best to ensure a smooth transition of my responsibilities and be available to assist with any queries or training needed during my notice period. Thank you for the support and opportunities I have been given here. Best regards,[Your Name] 8. Resignation with a notice
period (short notice period)Subject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope this email finds you well. I am writing to inform you of my decision to resign from my position as [Your Position] at [Company Name], effective [Short Notice Last Working Day, e.g., one week from the date of the email]. I apologize for the
short notice, as unforeseen circumstances require my immediate attention. I understand the inconvenience this may cause and am committed to assisting in any way I can to ensure a smooth transition of my duties. Thank you for the understanding and support I received during my time here. Sincerely,[Your Name] 9. Resignation with a notice period
(extended notice period)Subject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're well. I am writing to inform you of my decision to resign from my position as [Your Position] at [Company Name], effective [Extended Notice Last Working Day, e.g., one month from the date of the email]. I am providing ample notice to
ensure a smooth transition of my responsibilities and minimize any team disruption. I am committed to contributing and assisting during the extended notice period. Thank you for the support and opportunities I have received here. Best regards,[Your Name] 10. Resigning from a temporary/contract position Subject: Resignation from [Position] - [Your
Name] Dear [Manager’s Name], I hope this email finds you well. As my contract with [Company Name] is set to expire on [Contract End Date], I am writing to formally resign from my position as [Your Position] effective [Contract End Date]. I am grateful for the opportunity to work on [Project/Task] and the support and guidance I have received
during my time here. It has been a pleasure contributing to the team and the company. Please let me know if there are any tasks or responsibilities that I need to address before my departure. Thank you for the opportunity, and I look forward to staying in touch. Sincerely,[Your Name] 11. Resigning from a part-time jobSubject: Resignation from
[Position] - [Your Name] Dear [Manager’s Name], I hope this email finds you well. I am writing to formally resign from my part-time position as [Your Position] at [Company Name], effective [Last Working Day]. I have decided to focus on other commitments that require my full attention. I have greatly enjoyed my time at [Company Name] and am
grateful for the experiences and opportunities I have had here. I will do my best to ensure a smooth transition of my responsibilities and will be available to assist with any queries or training needed during my notice period. Thank you for the support and opportunities I have received here. Best regards,[Your Name] 12. Resigning from a remote
jobSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're doing well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. My decision to resign is driven by [personal reasons/career change/new opportunity], and it is with mixed emotions that I step
down from my role. I am committed to ensuring a smooth transition of my responsibilities. Even though I work remotely, I will be available to assist with any queries or training needed during my notice period. Thank you for the support and opportunities I have received here. Sincerely,[Your Name] 13. Resigning from a managerial positionSubject:
Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. After careful consideration, I have decided to [pursue a new opportunity/take a break/relocate], and this decision is in the best interest of both
myself and the company. As a manager, I know the responsibilities and commitments that come with my role. I am committed to ensuring a smooth transition of my duties and will work closely with my team to minimize disruptions during this period. Thank you for the understanding and support I have received here. Best regards,[Your Name] 14.
Resigning without a specific reasonSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope this email finds you well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. While I have enjoyed my time at [Company Name] and am grateful for my experiences
and opportunities here, it is time to explore new opportunities. I will do my best to ensure a smooth transition of my responsibilities and will be available to assist with any queries or training needed during my notice period. Thank you for the understanding and support I have received here. Best regards,[Your Name] 15. Resignation without a notice
period - short tenureSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're doing well. I regret to inform you that I will be resigning from my position as [Your Position] at [Company Name], effective [Last Working Day]. My decision to resign comes due to unforeseen personal circumstances requiring immediate
attention. I am committed to making this transition as seamless as possible. I will be glad if my notice period gets waived off as [ have been a part of this organization only for a short period of time and I am still on my probation. Looking forward to hear from you. Thank you for the understanding and support I have received here. Sincerely,[Your
Name] 16. Resigning after a long tenureSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're doing well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. It has been an incredible [number of years] years at [Company Name], and I have had the
privilege of working with some of the most talented and dedicated colleagues. We have achieved significant milestones together, and I will always cherish the memories and experiences. It is time to explore new opportunities and take on new challenges. I will do my best to ensure a smooth transition of my responsibilities and will be available to
assist with any queries or training needed during my notice period. Thank you for the understanding and support I have received here. Sincerely,[Your Name] 17. Resigning due to retirementSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Namel], I hope this email finds you well. I am writing to inform you that I will be retiring
from my position as [Your Position] at [Company Name], effective [Last Working Day]. My time at [Company Name] has been incredibly rewarding, and I am grateful for the opportunities, experiences, and friendships I have gained over the years. As I transition into retirement, I plan to [share your retirement plans, e.g., travel, spend time with family,
volunteer]. I am committed to ensuring a smooth transition of my responsibilities and will be available to assist with any queries or training needed during my notice period. Thank you for the understanding and support I have received here. Warm regards,[Your Name] 18. Resigning due to organizational changesSubject: Resignation from [Position] -
[Your Name] Dear [Supervisor's Name], I hope you're well. I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. Recent organizational changes have prompted me to reevaluate my career goals and align them with my values. While I have enjoyed my time at [Company Name] and am
grateful for my opportunities, it is time for me to explore new avenues. I will do my best to ensure a smooth transition of my responsibilities and will be available to assist with any queries or training needed during my notice period. Thank you for the understanding and support I have received here. Best regards,[Your Name] 19. Resigning in a
friendly and appreciative toneSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I hope you're doing well. It is with mixed emotions that I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day]. My time at [Company Name] has been a memorable journey, and I am
truly grateful for the support, camaraderie, and opportunities I have received here. I have made lifelong friends and learned valuable skills I will carry with me throughout my career. While I am excited about the new opportunities ahead, I will always cherish my time here. I will do my best to ensure a smooth transition of my responsibilities and will
be available to assist with any queries or training needed during my notice period. Thank you for the support and the wonderful memories. Sincerely,[Your Name] 20. Resigning with a more formal and concise toneSubject: Resignation from [Position] - [Your Name] Dear [Manager’s Name], I am writing to formally resign from my position as [Your
Position] at [Company Name], effective [Last Working Day]. I will ensure a smooth transition of my responsibilities and be available to assist with any queries or training needed during my notice period. Thank you for the opportunities I have been given during my time here. Sincerely,[Your Name] While these examples provide a helpful starting point,
tailoring your resignation email to fit your specific situation and workplace culture is essential. Maintain a professional tone, regardless of the reason for your resignation, and focus on expressing gratitude and offering assistance during the transition.ConclusionWriting a well-structured resignation email is essential for leaving your current job on a
positive note. You can ensure a smooth and professional departure by tailoring our resignation email examples to your specific scenario. And with our email product, you can easily send your resignation email and enjoy the benefits of a top-tier email platform, a worthy competitor to Yahoo Mail. Resigning from a job can be exciting. You might be
moving on to a better opportunity, pursuing further education, or undertaking a lifelong dream of starting your own company. While your energy may be focused on the future, it’s important to manage your exit from your current company gracefully. You want to leave on good terms, particularly if you would like to receive a positive reference from
your manager or colleagues in the future. Part of leaving on good terms includes finishing up your own work and helping your employer with the transition of work after your departure. This is made easier if you provide as long a period as possible between the time you officially tell your employer you’re resigning and your last day of employment—in
other words, offer a long notice period. Here’s how to write a resignation letter with a notice period to do just that. The Al writing partner for anyone with work to do What is a resignation letter with a notice period? A resignation letter with a notice period is an official statement of your intent to leave your company after a specified length of time. A
notice period provides you with enough time to prepare your offboarding plan, and gives your colleagues and manager sufficient time to prepare for your departure by divvying up your responsibilities. Notice periods are sometimes established in the contract you signed at the beginning of your employment. Dig up your contract and take a look to
ensure you're not out of compliance with your resignation letter. It’s important not to renege on the notice period you signed up for, even if unintentionally. If you do so, your manager could refuse to give you a positive reference. In a worst-case scenario, it could lead to the company suing you for breach of contract. Typical notice period length
Workplaces usually expect you to give a few weeks’ notice when you resign—as little as one week or as many as four weeks. The standard is around two weeks’ notice. This, of course, varies by company and by role. Typically, the more senior you are in the company, the longer the notice period. For executives, there are fewer people (if any at all) in
the company who could step in and replace them once they leave, and a company might have to search for someone externally to fill the role, which could take several weeks or months. An expected notice period for executives could be up to three months or more. Crafting your resignation letter with a notice period The format of your resignation
letter with a notice period should be a formal business letter. Because it’s an official document, it should contain the points listed below. You should maintain a professional tone throughout and can use Grammarly to check for clarity and conciseness, as well as correct grammar, punctuation, and tone. It is not necessary to go into the exact reason for
your resignation, but it is considerate to say that you want to leave the company well prepared to handle the tasks you were responsible for. Offering a notice period to finish your own tasks and help transfer your work onto your colleagues will minimize the disruption of your resignation. Elements to be sure to include in this letter are: The date Name
of the company Name of the person you’re addressing the letter to (your direct manager) A formal declaration of your intent to resign Your intended last date of employment Appreciation for the company and the opportunity to work there Offer to help with the transition Your name You can use Grammarly’s Al resignation letter generator to help you
write the first draft of your resignation letter. Simply enter in your letter’s recipient and a few details about your situation, and get a draft of a letter you can further refine. Example resignation letter with a notice period Whether you're writing a resignation letter with one month’s notice or a resignation letter with two weeks’ notice, you can use the
below resignation letter sample as a starting point for your own. [Today’s Date] [Name of Company] [Address of Company] Dear [Manager’s Name], After careful consideration, I would like to inform you of my decision to resign from my position as [Your Title] at [Company Name]. I would like to stay on board for a notice period that would allow me to
sufficiently transfer my responsibilities. As such, my final day of employment will be [Last Working Day, usually two weeks or more after the date of the letter]. I understand that my decision may cause some disruption for [Company Name], and I am committed to minimizing that potential disruption. I am prepared, in the next [number of weeks until
last working day], to document my projects, share my working files, and work closely with you to ensure a smooth handoff of my tasks and responsibilities. If there’s anything else I can do to help assist the company during this transition, please do not hesitate to let me know. I have learned a lot and have enjoyed my time working at [Company Name].
I want to thank you for the opportunity to work here and for all the support and guidance along the way. I wish [Company Name], my colleagues, and you continued success and all the best in the future. I hope to stay in touch. Thank you for your understanding. Sincerely, [Your Name] Tips for your resignation letter with a notice period You should
write your resignation letter with consideration for the colleagues and work you are leaving behind. You are providing a notice period, after all, to give yourself time to help them out during the remainder of your time with the company. Here are some practical tips on writing your resignation letter, as well as advice on crafting a warm and friendly
resignation letter that will help you strike that tone. Make sure it’s a letter format The format of your resignation with a notice period should be a letter. That means it should include the person it’s addressed to, the date, the company, and your signature. If you have personal letterhead, your resignation letter can be written on that. Take a formal but
warm tone A resignation letter is a legal document that your company may have specific rules about, but it is also your goodbye note to the company and your colleagues. Keep your tone formal throughout. You may share that you understand that your departure may generate stress for your colleagues who have to pick up your responsibilities going
forward and that you want to work, during your notice period, to minimize that stress. Proofread your letter It would be embarrassing if your letter is ridden with typos and grammatical mistakes. Proofread your letter before you send it. You can even ask a friend or a trusted colleague to look it over to have another pair of eyes on it. Use a writing
assistant like Grammarly to ensure that your letter is grammatically correct, uses correct punctuation, and is written concisely. Find the right channel of communication Sometimes company policies dictate a specific communication channel to file your resignation letter. Ask your direct manager or an HR representative, or look through the company
handbook to see if there is one. For some companies, an emailed letter is fine, while others prefer a formatted letter on personal letterhead filed into a specific system. See if there’s a set notice period Sometimes contracts at the start of your employment delineate how long of a notice period you must give if you resign. Review yours carefully to
ensure that you're not out of compliance with what you give in your resignation letter. If you leave earlier than the notice period that was specified in your contract, you risk departing on bad terms or the company potentially suing you for breach of contract. Give as much of a notice period as you can If there is no set notice period at your company,
it’s considerate to provide as long of a notice period as you can so that your colleagues don’t have to suddenly pick up the work that you were doing, which could cause them stress. To gauge what would be an acceptable notice period at your company, see how long other people at your level are giving as their notice period, or ask your direct
manager what they would prefer. The typical period is two weeks. End on a positive note The last few sentences of your letter may be the last words from you that a manager or colleague will read, and it could serve as a farewell message to colleagues. It’s important to sound positive, so your time there will remain positive in their memories. You
could end by saying that you wish the company continued success going forward, that you hope to stay in touch, or that you’ll be using the company’s product or cheering your ex-colleagues on from the sidelines. Ending your resignation letter this way communicates to your manager and colleagues that you are parting on a friendly and hopeful note.
FAQs on resignation letters with a notice period How do I write a resignation letter with a notice period? To write a resignation letter with a notice period, address it to your direct manager. State that you are resigning and when your last day will be. Thank the company for all its support during your tenure there and offer to help with the transition.
Ensure it is in a formal letter format. What are some tips for writing a professional resignation letter with a notice period? When writing a resignation letter with a notice period, keep the copy concise and the tone warm and thoughtful. You can say deciding to leave was a difficult decision, that you wish the company continued success, and include a
farewell message to your colleagues. Be clear about when your last day at the company will be. How can I use Al to help with writing a resignation letter with a notice period? You can use Grammarly’s Al resignation letter generator to help write a resignation letter. Just enter a few key details and get a well-formatted, professional resignation letter
in seconds. Are you considering handing in your resignation but unsure of how to structure your letter? Crafting a professional resignation letter with a notice period can really make a difference in maintaining a positive relationship with your employer. It's not just about stating your intention to leave; it's also about expressing gratitude and ensuring
a smooth transition. Ready to learn how to write a polite and effective resignation letter? Keep reading for a helpful template! Image cover: Letter Template For Resignation With Notice Period Professional tone and format Resignation letters serve as formal notifications to employers regarding an employee's intention to leave a position. A well-
crafted resignation letter typically includes key elements such as the date of submission (usually the current date), a clear statement of resignation (like "I am resigning from my position"), the specified notice period (commonly two weeks), an expression of gratitude for the opportunities received, and a willingness to assist in the transition process.
The letter should be straightforward and respectful, maintaining a professional tone throughout. Ending with a closing signature can further enhance the formality of the document. Clear statement of resignation Resigning from a position can be a significant decision for any employee. A clear statement of resignation typically includes the intent to
leave, the last working day, and expresses gratitude towards the employer. Employees may also mention relocation, pursuing other opportunities, or personal reasons as motivating factors behind their decision. This formal notification serves as a professional courtesy, ensuring that the organization has ample time to find a suitable replacement.
Including this information helps maintain positive relationships, preserving valuable references for future endeavors. Mention of notice period duration A resignation letter must clearly state the intent to leave a position while providing essential details such as the notice period duration. A typical notice period is often two weeks (14 days) or one
month, depending on company policy or individual employment contracts. Including the last working day, based on the notice period, ensures clarity for both the employee and employer. Professional language should be used, expressing gratitude for the opportunities provided and willingness to assist during the transition period. Such letters are
often submitted according to company guidelines, either via email or in printed format. Appreciation for opportunities A resignation letter signifies an employee's decision to leave their current position. Key elements include a formal greeting, clear statement of resignation, expressed appreciation for past opportunities, mention of the notice period
(typically two weeks), and an offer to assist during the transition process. A well-crafted resignation letter helps maintain professional relationships and connections within the industry. Clear communication is essential, ensuring the employer understands the timeline for final working days and the willingness to facilitate knowledge transfer or
training for replacements. Offer to assist during transition A resignation announcement often includes the resignation date, which is typically a two-week notice period. Transition assistance enhances professionalism and ensures a smooth handover of responsibilities. For example, someone might offer to train a successor or complete outstanding
projects. This consideration promotes a positive final impression at the workplace, particularly in industries like finance, healthcare, or education. A thoughtful approach during this time can maintain valuable professional relationships and facilitate future references. Letter Template For Resignation With Notice Period Samples Download file:
JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF Download file: .JPG.DOC.PDF People leave jobs for many different reasons. One of those
reasons may be when a better opportunity comes along. That better opportunity could mean that the new job will help you progress in your career, or it could mean that you are getting paid more. It might simply be a job that fits in better with your schedule or lifestyle. Whatever the specific reason, you need to write a resignation letter as a courtesy,
even if you have already verbally given notice. In this post, you’ll learn how to write an effective resignation letter due to a better opportunity. Things to keep in mind when writing a resignation letter due to a better opportunity How you approach this letter will vary somewhat depending on the situation and your relationship with your boss. For
example, if you have a good relationship with a very supportive boss who was aware that you were looking for a new job, your letter might include more details than if you didn’t have such a good relationship. However, regardless of how you feel about the job that you are leaving, you should be professional and courteous in the letter. It is important
that you don’t burn any bridges. You never know when you might need to work with your current employers in some kind of capacity again, even if you never ask them for a reference. As is the case with all business correspondence, you should strive to be concise. A resignation is usually a formality. Most of the time, you will have already discussed
your intention to leave with your supervisor ahead of time. This is particularly true if you get along well with your supervisor. However, there may be situations in which this is not the case. In fact, if you really dislike your job and prefer to limit your interactions with your supervisor as much as possible, your written resignation may also be your initial
notification that you intend to leave. There is nothing wrong with doing it this way. Just be sure that you are professional and that you don’t allow of your personal feelings to leak into the letter you are writing. If you really must, write another, angry letter than says exactly what you are thinking, on your home computer or somewhere else far away
from your workplace where no one can see it! The last thing that you want to do is end up having to write an apology letter for being disrespectful. Then get rid of it, and with that off your chest, write the formal business letter that is required in this situation. Heading and introduction of your resignation letter due to a better opportunity How you
format the letter varies based on whether you are sending an email or a physical letter. If you are sending the resignation letter as an email attachment, you would format it like a physical letter. A physical letter needs a heading that starts with your address. If you have letterhead, you can just use that. If you don’t have letterhead, put your name and
address against the left-hand margin followed by the name and address of the person you are writing to and the date. Who you need to address this letter to will vary based on the convention at your company. For example, at some companies, you might need to address this to your direct supervisor while at others, you may need to direct the letter to
human resources. In the greeting, you should address the person you are writing to the same way you normally do. In other words, use their first name if you customarily call them that and “Mr. Smith” or “Ms. Jones” if you normally use their last name. Get right to the point in the first sentence and say that you are resigning and give the date of your
last day at work. If you have already talked to the person you are writing to about it, you can reference this, saying something like, “As we discussed on [date], Friday, March 3 will be my last day at XYZ Corporation.” What to put in the body of your resignation letter While you do not have to indicate why you are leaving a job, it is courteous to do so.
However, you do need to be tactful. If the “better opportunity” is that you will no longer have to work with a supervisor or coworkers you dislike or you believe you will be treated better at the new job, this is not the place to express that. In a case like that, you can simply say something like “I feel this new position will be a better fit professionally.” “A
better fit” is a good generic phrase to pull out when you do not want to go into details or list grievances in a business environment. You should also include an expression of gratitude, something along the lines of “I am grateful for the learning opportunities I had at Company X.” Again, this is something that may seem much easier to write if you
genuinely liked things about the job than if you hated it. However, you can learn things at a job you dislike too-even if all that you learned was what to avoid in a future workplace! You may also get some ideas about how to express your gratitude by reviewing “It has been a pleasure working with you and 8 alternatives.” How to end your resignation
letter due to a better opportunity At the end of your resignation letter, you should include something referring to the transition. Depending on the circumstances, this might be specific, such as saying when you will wrap up a particular project and what you will delegate to colleagues or that you will document certain processes before you go. It could
also be more vague or could be phrased in the form of an offer, such as “Please let me know if there is anything I can do to help with the transition to my replacement.” You then need a professional way to sign off. “Yours truly” in business correspondence is acceptable as are words such as “Best” and “Sincerely.” In a printed letter, leave a space in
between the sign off and your printed name for your signature. If you are sending the letter as an email attachment, you may want to use an electronic signature, or you can simply type your name. In an email resignation, putting your name on the next line after the sign-off as you would with any other type of email is fine. Sample resignation letter
due to a better opportunity (Example 1) In the resignation letter below, you can see that the author appears to have a good relationship with their supervisor, who was aware that the author was looking for a position that better suited his career vision. Aaron Little 123 Pine Street Dallas, Texas 12345 Alison Weathers XYZ Corporation 234 Industry
Drive Dallas, Texas 12345 February 11, 2022 Dear Alison, Please accept this as my formal resignation from XYZ Corporation. My last day will be on Friday, February 25. As you know, I have been searching for a position that will allow me to use my design skills more, and I have been offered an exciting opportunity that I think will take my career
in the right direction. I have learned so much in my time at XYZ Corporation, and I appreciate your attention to mentoring and the skills you have taught me. I plan to wrap up my last project for the company in my final week of work, and I am passing the Turner account over to Joyce. Please let me know if there is anything else I can do to assist in
the transition. Again, I really appreciate what three years at XYZ Corporation have taught me, and I hope our paths cross professionally in the future. All the best, Aaron Sample Resignation Letter due to a better opportunity (Example 2) You might notice that this letter is not quite as warmly written as the previous one. The employee probably had
a chillier relationship with her supervisor and is glad to be moving on, but the letter is still professional. Example: Simple Resignation Letter for Better Opportunity Anne Heston 123 Easy Street Atlanta, Georgia 12345 Margaret Lowell ABC Company 456 Pine Street Atlanta, Georgia 12121 April 6, 2022 Dear Ms. Lowell, Please accept this as my
official resignation letter from my position at ABC Company. As we discussed on Tuesday, my last day will be on Friday, April 22. My new position will be closer to where I live and offers more flexible hours, which is a better fit for me given my family obligations. I appreciate the opportunity to work at ABC Company for a year and everything that I
learned here. I have spoken to the team about my departure and will be documenting some processes to help with the transition to the next person in this position. Please let me know if there is anything else I can do to make this transition easier. I wish you and the company all the best. Sincerely, Anne Heston Example: Short Resignation Letter
Sample with Reason Better Opportunity Nathan Diaz 777 Clam Street Illinois, Chicago 73214 Rose Namajunas BTM Company 312 Glove Street Illinois, Chicago 73214 March 31, 2023 Dear Ms. Namajunas, I am writing this letter to formally declare my resignation as Video Editor with BTM Company, effective Friday, 15 April. I have recently
been offered a more suitable opportunity that aligns better with my career goals and personal aspirations. I want to express my gratitude for the awesome experience and the support that I have received from you and the entire team at BTM Company. The knowledge, skills, and experiences I have gained while working here have been invaluable and
will certainly stay with me throughout my career. I am dedicated to ensuring a seamless transition during my remaining time at the company. Please kindly let me know of any specific ways in which I can aid in making the transition as smooth as possible. Once again, thank you for much for the opportunity to be part of such an exceptional team. I will
definitely miss working with you all, and I am optimistic that our paths will cross again in the future Sincerely, Nathan Diaz A resignation letter is a formal document that informs your employer of your decision to quit your job. It serves as a formal notice that you're leaving the company and helps create a professional and smooth exit process. Writing
a resignation letter can help maintain positive relationships with your employer, colleagues, and the company. Timing of Resignation Letters When considering quitting your job, it’s essential to respect the standard notice period for your specific role or industry, which is typically two weeks. Giving proper notice shows professionalism and allows your
employer enough time to find a replacement or make arrangements for your departure. Write and submit your resignation letter early in the notice period. Related: What Is a Notice Period? Begin your letter by stating your intention to resign, and include the notice period you are giving (usually between two weeks and a month, depending on your
industry). Be sure to mention the last day you plan to work. In the body of the letter, you can express gratitude for the opportunities you have had with the company, and possibly highlight some positive aspects of your experience. Try to avoid any negative comments or criticism, as this will only create ill-will. Before closing, offer your help during the
transition period, if possible. End the letter with a polite and positive note. Related: How to End an Email Professionally (Examples) Positive Tone Be diplomatic and emphasize that you're grateful for the opportunities you’ve had during your time there. Avoid using negative language or criticizing your colleagues or the company. Example 1: “I've
enjoyed working on various projects and collaborating with my team over the past few years.” Example 2: “Though my time at [Company] has come to an end, I will always value the experience and growth I have gained during my tenure.” Thank You and Gratitude Example 3: “Thank you for the support and encouragement during my time at
[Company], it has been invaluable.” Example 4: “I am deeply appreciative of the knowledge and skills I have acquired while working with my colleagues and the management team.” Offering Assistance Offer assistance during your transition period to ensure a smooth handover. This may include sharing project updates with your replacement or
offering to be available for questions after your departure. Example 5: “During my final two weeks, I will do my best to ensure that all ongoing projects are handed over smoothly and with minimal disruption.” Example 6: “If you need any assistance finding a suitable replacement, please do not hesitate to reach out via email or phone. I'll be more than
happy to help.” Sample Resignation Letter 1 [Your Name] [Your Address] [City, State, and Zip Code] [Date] [Employer’s Name] [Company Name] [Company Address] [City, State, and Zip Code] Dear [Employer’s Name], I am writing to formally resign from my position at [Company Name], effective [last working day, usually two weeks from the date of
the letter]. I have enjoyed working at [Company Name] and appreciate the support and opportunities I have been given during my time here. I have learned a lot and am grateful for the experiences that have contributed to my professional growth. I will do my best to ensure a seamless transition for my colleagues during the remainder of my time
here. Please let me know how I can be of assistance. Thank you for the understanding and the guidance provided during my tenure. I wish [Company Name] continued success in the future. Sincerely, [Your Name] Sample Resignation Letter 2 Dear [Manager’s Name], I am writing to formally resign from my position as [Job Title] at [Company Name],
effective [last day of work]. I have thoroughly enjoyed my time here and am grateful for the opportunities and growth I have experienced. Working with you and the team has been a true pleasure, and I am confident that the skills and knowledge I have gained will serve me well in my future endeavors. Please let me know how I can be of assistance
during the transition period, and I will do my best to ensure a smooth handover. Thank you for your understanding, and I wish you and the company the best of success in the future. Sincerely, [Your Name] Sample Resignation Letter 3 Dear HR Department, I am writing to submit my formal resignation as [Job Title] at [Company Name], with my last
day of work on [Date]. This decision was not easy, but I believe it is an appropriate step for my personal and professional growth. During my time at [Company Name], I have had the pleasure of working with a fantastic group of colleagues who helped create a positive work environment. I am grateful for the opportunities and support I have received
from the company. To ensure a seamless transition, please let me know what steps I can take to help during this period - whether it be training a replacement or completing any outstanding work. Again, I appreciate the experiences I have had at [Company Name] and wish the company continued success. Warm regards, [Your Name] 5 LinkedIn
Summary Templates: Boost Your Profile Sample Resignation Letter 4 Dear [Employer’s Name], I am writing to announce my resignation from my role at [Company Name], effective two weeks from today’s date, [last working day]. My decision to resign was not an easy one, but after careful consideration, I believe it is in the best interest of my career
and personal growth. I am thankful for the experiences and opportunities [Company Name] has provided during my time as [Your Position]. I will do everything in my power to make the transition process smooth for my teammates and the company. If there is anything specific you would like me to do during this period, please do not hesitate to let me
know. Thank you for your understanding, support, and friendship during my time here. I wish you and the team continued success, and I look forward to staying in touch. Sincerely, [Your Name] Sample Resignation Letter 5 Dear [Recipient’s Name], I hope this letter finds you well. I am submitting my formal resignation from my position at [Company],
with my last day being [your last day, typically two weeks from the date of the letter]. During my time here, I have truly enjoyed the opportunities to grow and learn, and for that, I am grateful. As I move on to pursue new challenges, I would like to assure you that I will do everything possible to ensure a smooth transition for the team. Please let me
know if there is any information or assistance you need from me during my remaining time with the company. I appreciate the support you have extended to me, and I wish [Company] every success in the future. Warm regards, [Your Name] Resignation letter also provides an opportunity to document your reasons for leaving and the terms of your
departure. Example 1: Relocating to another city, a resignation letter can help explain your reason for leaving. Example 2: Pursuing a new career opportunity or following a personal dream can be another reason to include in your resignation letter. Template (General) Dear [Manager’s Name], I am writing to inform you that I am resigning from my
position as [Your Position] at [Company Name]. My last day of work will be [Date]. I have enjoyed my time working at [Company Name] and appreciate the opportunities and experiences that I have gained during my tenure. However, after much consideration, I have decided to resign due to [Reason for Leaving]. I want to thank you and the entire
team for the support and guidance that you have provided me during my time here. I am grateful for the professional relationships that I have built and the skills that I have developed. I will ensure that the transition process is smooth and that all of my responsibilities are completed before my departure. Please let me know if there is anything else
that I can do to assist in the transition period. Thank you again for the opportunity to work at [Company Name]. I wish the company continued success in the future. Sincerely, [Your Name] “It is with mixed emotions that I submit my resignation, as I have been offered a new career opportunity that will allow me to take on new challenges and achieve
my long-term career aspirations.” “After careful consideration, I have decided to pursue a new career opportunity that aligns more closely with my career goals.” “I have enjoyed working with this company, but I have been presented with a new career opportunity that I cannot pass up.” “I have decided to pursue a new career opportunity that will
allow me to further develop my career aspirations.” “I have enjoyed my time with this company, but I have been presented with a new career opportunity that will allow me to take my career to the next level.” “After careful consideration, I have decided to resign from my current position in order to pursue a new career opportunity that will challenge
me in new ways.” “I have made the difficult decision to resign from my current role as I have been offered an exciting new opportunity that will allow me to expand my skill set and grow as a professional.” 20 Smart Answers: "Where Do You See Yourself in 5 Years?" Dear [Manager’s Name], I regret to inform you that I am resigning from my position
at [Company Name], effective [last working day]. As much as I have enjoyed working with the team, I have accepted an opportunity that aligns better with my long-term career goals. I appreciate the experiences and growth I have gained during my time here, and I'm grateful for your support and guidance. If there’s anything I can do to facilitate the
transition, please do not hesitate to ask. Thank you for the time and effort invested in my professional development. I wish you and the company great success in the future. Best regards, [Your Name] “I regret to inform you that [ am resigning from my position due to my upcoming relocation to another state/country.” “It is with a heavy heart that I
inform you of my resignation, which is a result of my relocation to a different city.” “I have to tender my resignation due to the fact that I am relocating to a new city to be closer to my family.” “It is with sadness that I submit my resignation, which is a result of my recent relocation to another state/country.” “I am resigning from my position, as I am
relocating to a new city for personal reasons.” “I have no choice but to resign, as my relocation to another state/country makes it impossible for me to continue in my current position.” “I am resigning from my job due to my upcoming relocation to a different city, which is a personal decision.” Dear [Manager’s Name], I am writing to formally submit
my resignation from my position as [Your Position] at [Company Name]. My last day of work will be [Date], as I have decided to relocate to [City, State] for personal reasons. I am grateful for the opportunities and experience that [Company Name] has provided me during my time here. I have learned a great deal from my colleagues and have grown
both professionally and personally. I am proud to have been a part of such a dynamic and successful company. I will do everything in my power to ensure a smooth transition during my remaining time here. I am happy to assist in training my replacement and completing any outstanding projects before my departure. Thank you for your understanding
and support during this time. Please let me know if there is anything else I can do to help make the transition as seamless as possible. Sincerely, [Your Name] Dear [Recipient’s Name], I am writing to formally notify you of my resignation from my position at [Company]. I have appreciated my time here and want to extend my gratitude for the
opportunities you have provided. My last day will be [your last day, typically two weeks from the date of the letter]. To ensure a smooth transition, I am willing to help train my replacement or provide project updates. Please let me know how I can best assist during this time. Once again, thank you for the experience I've gained while working at
[Company]. I wish you and the team continued success. Sincerely, [Your Name] In some situations, you may need to leave your job with little to no notice. A short notice resignation letter still maintains a professional tone but explains the circumstances that necessitate your immediate or near-immediate departure. 3 Examples: How to Write a Salary
Increase Request Letter Dear [Employer’s Name], I regret to inform you that I must resign from my position as [Your Job Title] with [Company Name], effective immediately / on [Short Notice Date]. Due to unforeseen personal circumstances, I am unable to provide standard notice. Please know that my decision to leave is not a reflection of my
experience at [Company Name], and I apologize for any inconvenience this may cause. If there’s anything I can do to help with the transition, please let me know. Thank you for your understanding. Sincerely, [Your Name] A retirement resignation letter is written when you decide to leave the workforce to retire. This letter’s format is similar to a
standard resignation letter but specifies that the departure is due to retirement. Dear [Employer’s Name], After careful consideration, I have decided to retire from my position as [Your Job Title] with [Company Name], effective [Last Day of Work]. Working at [Company Name] has been an incredible experience, and I'm grateful for the many
opportunities to contribute and grow. Please let me know how I can be of assistance during this transition period. I am happy to help train my successor and provide any necessary documentation. Thank you for the support and encouragement during my time at [Company Name]. I wish you and the organization continued success in the future.
Sincerely, [Your Name] Dear [Manager’s Name], I am writing to inform you that I will be completing my contract as a freelance [Your Role] with [Company Name] as of [Last Working Day]. I appreciate the opportunities and the flexibility I have experienced while working with your team. If there is anything I can do to help finalize projects or
transition work to someone else, please let me know. Best regards, [Your Name] Frequently Asked Questions What should be included in a resignation letter? A resignation letter should include your name, current position, company name, and the date. State your intention to resign, and mention your last working day. You may also express your
gratitude for the opportunities received and offer your assistance during the transition period. How do you format a resignation letter? Use a simple and straightforward format. Begin with your contact information, followed by the date, your manager’s contact information, a salutation, the body of the letter, and a closing line. Example: [Your Name]
[Address] [City, State, Zip]



