Resignation Letter
Free resignation-letter template and three worked examples from all-docs.net. No signup. Check the notice you owe before you set the date: two weeks is a US custom rather than a law, the UK statutory minimum from an employee is one week after a month of service, and Indian and Commonwealth contracts commonly run one to three months with a buyout clause.
Template
[Your Name]
[Email]  |  [Phone]

[Date]

[Manager's name]
[Title, Company]

Dear [Manager's first name],

I am writing to resign from my position as [job title] at [company]. My last working day will be [date], in line with [my notice period / the notice in my contract].

[One or two sentences of thanks, naming something specific if you can.]

[What you will do during the notice period: documentation, handover, training a replacement. Offer to do what else is useful.]

Yours sincerely,
[Signature]
[Your Name]
Example 1: standard notice
Priya Raman
priya.raman@example.com  |  (512) 555-0197

25 July 2026

Ms. Laura Bennett
Head of Marketing, Cedarline Media

Dear Laura,

I am writing to resign from my position as Senior Marketing Executive at Cedarline Media. My last working day will be Friday 7 August 2026, in line with the two weeks' notice in my contract.

Thank you for the last four years, and in particular for the chance to lead the rebrand last autumn. I learned a great deal from working with you and the team.

I will spend the notice period documenting the campaign calendar and the agency contacts, and I am happy to help brief whoever takes over. Please let me know what else would be useful.

Yours sincerely,
Priya Raman
Example 2: shorter notice than the contract requires
Dear Laura,

I am writing to resign from my position as Senior Marketing Executive at Cedarline Media. Because of a family situation I need to ask for a shorter notice period, with a last working day of Friday 31 July 2026 rather than the two weeks my contract requires.

I know this is short and I am sorry for the disruption. I will have the campaign calendar and agency contacts documented before I go, and I am happy to answer questions by email afterwards while the handover settles.

Thank you for your understanding, and for the last four years.

Yours sincerely,
Priya Raman

If the employer agrees to the shorter date, get that agreement in writing.
Example 3: resigning during probation
Dear Laura,

I am writing to resign from my position as Senior Marketing Executive at Cedarline Media, with a last working day of Friday 31 July 2026, giving the one week's notice set out for my probation period.

I appreciate the time you and the team have given me over the past two months. I will make sure my open tasks are written up and passed on before I finish.

Yours sincerely
Priya Raman
Before your last day
Ask HR in writing: when final pay lands and how it is paid; how many accrued leave days will be paid out; the end date for health cover and any deadline to exercise vested options; where to send outstanding expenses; and who is authorized to give a reference.

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/resignation-letter/how-to-write-a-resignation-letter/
