IMMEDIATE RESIGNATION LETTERS

[EMPLOYEE FULL NAME]
[EMPLOYEE STREET ADDRESS]
[EMPLOYEE CITY, STATE, ZIP CODE]
[EMPLOYEE PHONE NUMBER]
[EMPLOYEE EMAIL ADDRESS]

[DATE OF LETTER]

[RECIPIENT FULL NAME]
[RECIPIENT JOB TITLE]
[COMPANY NAME]
[COMPANY STREET ADDRESS]
[COMPANY CITY, STATE, ZIP CODE]

RE: IMMEDIATE RESIGNATION FROM POSITION OF [EMPLOYEE JOB TITLE]

Dear [RECIPIENT NAME],

Please accept this letter as formal notification that I am resigning from my position as [EMPLOYEE JOB TITLE] at [COMPANY NAME], effective immediately as of [DATE OF LETTER].

1. EFFECTIVE DATE OF RESIGNATION

1.1 Effective Date: My resignation is effective immediately on [DATE OF LETTER].

1.2 Last Day of Work: My last day of work is [LAST DAY OF WORK].

1.3 Reason for Immediate Resignation: [REASON FOR IMMEDIATE RESIGNATION].

2. COMPENSATION AND BENEFITS

2.1 Final Paycheck: I understand that my final paycheck will be issued on [FINAL PAYCHECK DATE] in accordance with applicable law and company policy.

2.2 Accrued Vacation or Paid Time Off: I understand that any accrued and unused vacation or paid time off will be paid out in accordance with applicable law and company policy.

2.3 Benefits Termination: I understand that my benefits, including health insurance, dental insurance, vision insurance, life insurance, and retirement contributions, will terminate on [BENEFITS TERMINATION DATE], subject to applicable law and the terms of each benefit plan.

2.4 Expense Reimbursement: I understand that any outstanding business expenses properly incurred prior to my resignation will be reimbursed in accordance with company policy.

3. COMPANY PROPERTY

3.1 Return of Company Property: I will return all company property in my possession, including but not limited to laptop, mobile phone, keys, access cards, credit cards, documents, and files, by [PROPERTY RETURN DATE].

3.2 Company Property List: The following company property must be returned: [LIST OF COMPANY PROPERTY].

3.3 Condition of Returned Property: I will return all company property in good working condition, ordinary wear and tear excepted.

4. CONFIDENTIALITY AND RESTRICTIVE COVENANTS

4.1 Confidentiality Obligations: I acknowledge my continuing obligation to keep confidential all confidential and proprietary information belonging to [COMPANY NAME] and its clients, customers, and business partners.

4.2 Non-Competition Agreement: I acknowledge my continuing obligations under any non-competition agreement I have signed with [COMPANY NAME], if applicable.

4.3 Non-Solicitation Agreement: I acknowledge my continuing obligations under any non-solicitation agreement I have signed with [COMPANY NAME], if applicable.

4.4 Intellectual Property: I acknowledge that all intellectual property created during my employment belongs to [COMPANY NAME] and I assign any rights I may have to [COMPANY NAME].

5. TRANSITION AND COOPERATION

5.1 Transition Assistance: I agree to provide reasonable transition assistance as requested by [COMPANY NAME], including answering questions and providing information about ongoing matters.

5.2 Return of Documents: I will return all documents, records, and files, whether in physical or electronic form, relating to [COMPANY NAME] and its business.

5.3 Cooperation with Investigations: I agree to cooperate with any reasonable investigation or inquiry by [COMPANY NAME] relating to my employment or the business of [COMPANY NAME].

6. ACKNOWLEDGMENTS

6.1 Voluntary Resignation: I confirm that my resignation is voluntary and that I have not been pressured or coerced into resigning.

6.2 No Pending Claims: I confirm that I have no pending claims or grievances against [COMPANY NAME], except as follows: [LIST ANY PENDING CLAIMS OR GRIEVANCES].

6.3 Final Settlement: I understand that my final paycheck and any other payments described in this letter constitute full and final settlement of all amounts owed to me by [COMPANY NAME], except as otherwise required by law.

6.4 Release of Claims: I release [COMPANY NAME], its officers, directors, employees, and agents from all claims arising out of my employment or resignation, except for claims that cannot be waived by law.

7. GOVERNING LAW

7.1 Governing Law: This letter and the resignation described herein shall be governed by the laws of the State of [STATE].

7.2 Severability: If any provision of this letter is found to be invalid or unenforceable, the remaining provisions shall remain in full force and effect.

8. SIGNATURES

8.1 Employee Signature: By signing below, I acknowledge that I have read and understand this letter and agree to its terms.

Employee Signature: ______________________________

Employee Printed Name: [EMPLOYEE FULL NAME]

Date: [DATE OF LETTER]

8.2 Witness Signature: By signing below, the witness acknowledges that they have witnessed the employee's signature.

Witness Signature: ______________________________

Witness Printed Name: [WITNESS FULL NAME]

Date: [WITNESS DATE]

8.3 Company Representative Signature: By signing below, the company representative acknowledges receipt of this resignation letter.

Company Representative Signature: ______________________________

Company Representative Printed Name: [RECIPIENT FULL NAME]

Company Representative Title: [RECIPIENT JOB TITLE]

Date: [COMPANY RECEIPT DATE]
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