RESIGNATION LETTERS WITHOUT NOTICE

[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: RESIGNATION WITHOUT NOTICE

Dear [RECIPIENT FULL NAME],

This letter serves as formal notification that I, [EMPLOYEE FULL NAME], am resigning from my position as [JOB TITLE] at [COMPANY NAME], effective immediately, without providing prior notice.

1. EMPLOYMENT INFORMATION

1.1 Employee Name: [EMPLOYEE FULL NAME]

1.2 Job Title: [JOB TITLE]

1.3 Department: [DEPARTMENT NAME]

1.4 Employee ID Number: [EMPLOYEE ID NUMBER]

1.5 Date of Hire: [DATE OF HIRE]

1.6 Last Day Worked: [LAST DAY WORKED]

1.7 Effective Date of Resignation: [EFFECTIVE DATE OF RESIGNATION]

1.8 Reporting Manager: [MANAGER FULL NAME]

1.9 Work Location: [WORK LOCATION]

2. REASON FOR RESIGNATION WITHOUT NOTICE

2.1 Primary Reason: [STATE REASON FOR RESIGNATION WITHOUT NOTICE]

2.2 Additional Explanation: [PROVIDE ADDITIONAL DETAILS IF APPLICABLE]

2.3 The employee acknowledges that this resignation is effective immediately and that no notice period will be served.

3. FINAL COMPENSATION AND BENEFITS

3.1 Final Paycheck: The employee understands that final compensation for all hours worked through [LAST DAY WORKED] will be paid in accordance with applicable law and company policy.

3.2 Accrued Vacation or Paid Time Off: [STATE WHETHER ACCRUED PTO WILL BE PAID OUT OR FORFEITED]

3.3 Outstanding Expenses: The employee requests reimbursement for any outstanding business expenses submitted prior to the effective date of resignation.

3.4 Benefits Termination Date: [BENEFITS TERMINATION DATE]

3.5 COBRA or Continuation Coverage: The employee understands that information regarding continuation of health insurance coverage will be provided separately.

4. COMPANY PROPERTY AND EQUIPMENT

4.1 The employee agrees to return all company property in their possession, including but not limited to:

4.1.1 Laptop or computer equipment: [LIST EQUIPMENT]

4.1.2 Mobile phone or devices: [LIST DEVICES]

4.1.3 Keys, access cards, or badges: [LIST ITEMS]

4.1.4 Documents, files, or records: [LIST ITEMS]

4.1.5 Other company property: [LIST OTHER PROPERTY]

4.2 Return Date and Method: [DATE AND METHOD OF RETURN]

5. CONFIDENTIALITY AND COMPANY POLICIES

5.1 The employee acknowledges their continuing obligation to maintain the confidentiality of all proprietary and confidential information belonging to [COMPANY NAME].

5.2 The employee affirms that they have not retained and will not retain any confidential documents, files, or data belonging to the company.

5.3 The employee acknowledges their obligations under any previously signed non-disclosure, non-compete, or non-solicitation agreements.

6. ACKNOWLEDGMENT OF RESIGNATION WITHOUT NOTICE

6.1 The employee understands that resigning without notice may affect eligibility for rehire and certain benefits.

6.2 The employee confirms that this decision is made voluntarily and without coercion.

6.3 The employee releases [COMPANY NAME] from any claims arising from the termination of employment, except as provided by law.

7. EMPLOYEE STATEMENT

7.1 I, [EMPLOYEE FULL NAME], confirm that the information provided in this resignation letter is accurate and complete to the best of my knowledge.

7.2 I understand that my employment with [COMPANY NAME] ends effective [EFFECTIVE DATE OF RESIGNATION].

7.3 I have read and understand the terms outlined in this letter.

8. SIGNATURES

8.1 Employee Signature: ______________________________

8.2 Employee Printed Name: [EMPLOYEE FULL NAME]

8.3 Date: [DATE OF SIGNATURE]

8.4 Witness Signature (if required): ______________________________

8.5 Witness Printed Name: [WITNESS FULL NAME]

8.6 Date: [DATE OF WITNESS SIGNATURE]

9. COMPANY ACKNOWLEDGMENT

9.1 Company Representative Signature: ______________________________

9.2 Company Representative Printed Name: [COMPANY REPRESENTATIVE FULL NAME]

9.3 Title: [COMPANY REPRESENTATIVE TITLE]

9.4 Date: [DATE OF COMPANY ACKNOWLEDGMENT]

10. ADDITIONAL NOTES OR COMMENTS

10.1 [ADDITIONAL NOTES OR COMMENTS]

10.2 [ADDITIONAL NOTES OR COMMENTS]

END OF RESIGNATION LETTER WITHOUT NOTICE
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