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[Date] 

Dear [Recipient's Name],
I am writing to formally resign from my position as [Your Job Title] at [Company Name], effective [Last Working Day, typically four weeks from the date of this letter].
This decision was not made lightly, and I deeply appreciate the opportunities for professional growth and development that [Company Name] has provided me during my time here. I have enjoyed working with such a talented and dedicated team, and I am grateful for the support and guidance I have received.
Please let me know how I can assist during this transition period to ensure a smooth handover of my responsibilities. I am committed to making the transition as seamless as possible.
Once again, thank you for the opportunity to be a part of [Company Name]. I hope to stay in touch and wish the company continued success in the future.
Sincerely,
[Your Full Name]
[Your Signature (if submitting a hard copy)]

image1.png




image2.png




image3.png




image4.png




image5.png




