We have drafted this simple, brief and focussed resignation letter for you to use. Please feel free to cut or copy all or part of the text contained within this document template should you wish to personalise it for use in your own resignation letter.

My Name
My Address

My Street,

My Town

My County

My P.O. Code

F.A.O. “Insert Line Managers Name”
“Address Line 1”
“Address Line 2”
“Address Line 3”
“Address Line 4”
“Address Line 5”









        

“Insert Date”
Dear “Insert line Managers Name”,
Please accept this letter as notice of my intention to leave the company with effect “Insert Notice period e.g. month” from the end of this week, i.e. at “Insert date”.
I have committed to a position with another business which represents an exciting career opportunity which I am very eager to pursue.

I would like to thank you and the team for the experience I have gained here and for all of the support I have enjoyed during my time here.

I will of course, round off the work I have in hand here, and ensure that my colleagues are well briefed on any business matters outstanding when the time comes for me to leave.

I respectfully ask you to accept my decision as totally final and irrevocable as I will not consider any counter offers or other attempts to keep me. 

Yours sincerely,
N.E. Employee

Gabriel & James Candidate Resignation Letter


