
Resignation Letter
A letter from an employee resigning from their job and giving notice. The employee signs and sends it, then the employer signs
to confirm receipt. Template v1.0.

Date:

From:

To:

Company:

Please accept this letter as my formal resignation from the position below.

Position:

Notice given:

Last working day:

I am giving the notice shown above. My last working day will be the date above, unless we agree on a
different date in writing.

Until I leave, I will keep doing my work with care. I am happy to help with a smooth handover. I can
document my tasks, finish or pass on open work and help train the person who takes over.

Thank you for the opportunity to work here and for your support during my time with the team. I wish
you and the company every success.

Please sign below to confirm that you have received this letter.

Employee

Signature

Name

Date

Employer (received)

Signature

Name

Date received
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