RESIGNATION LETTERS FOR BETTER JOB OPPORTUNITIES

[EMPLOYEE FULL NAME]

[EMPLOYEE STREET ADDRESS]

[EMPLOYEE CITY, STATE, ZIP CODE]

[EMPLOYEE PHONE NUMBER]

[EMPLOYEE EMAIL ADDRESS]

[DATE]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

RE: RESIGNATION FROM POSITION OF [JOB TITLE]

Dear [RECIPIENT NAME],

Please accept this letter as formal notice of my resignation from my position as [JOB TITLE] at [COMPANY NAME]. I am resigning to pursue a new employment opportunity that aligns with my professional goals and career advancement.

1. CURRENT 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 of Employment: [LAST DAY OF EMPLOYMENT]

1.7 Notice Period Provided: [NOTICE PERIOD, E.G., TWO WEEKS]

2. REASON FOR RESIGNATION

2.1 Primary Reason: I have accepted a new position that offers [BRIEF DESCRIPTION OF BETTER OPPORTUNITY, E.G., GREATER RESPONSIBILITY, HIGHER COMPENSATION, CAREER ADVANCEMENT].

2.2 New Employer Name (Optional): [NEW EMPLOYER NAME]

2.3 New Position Title (Optional): [NEW POSITION TITLE]

2.4 New Start Date (Optional): [NEW START DATE]

3. TRANSITION AND HANDOVER

3.1 I will assist in transitioning my duties and responsibilities to [TRANSITION CONTACT NAME OR TEAM].

3.2 I will complete all pending assignments by [DATE FOR COMPLETION OF PENDING TASKS].

3.3 I will return all company property including [LIST COMPANY PROPERTY, E.G., LAPTOP, BADGE, KEYS] by [PROPERTY RETURN DATE].

3.4 I will provide a written handover document summarizing ongoing projects and key contacts by [HANDOVER DOCUMENT DATE].

4. FINAL COMPENSATION AND BENEFITS

4.1 Final paycheck should be sent to: [PAYMENT METHOD OR ADDRESS].

4.2 I request payout of accrued unused vacation time: [YES/NO].

4.3 I request information regarding continuation of benefits under [COBRA OR APPLICABLE PLAN]: [YES/NO].

4.4 Final expense reimbursements owed to me: [AMOUNT OR NONE].

5. NON-DISPARAGEMENT AND CONFIDENTIALITY

5.1 I acknowledge my continuing obligation to maintain the confidentiality of [COMPANY NAME] proprietary information.

5.2 I agree not to disparage [COMPANY NAME], its officers, or employees.

5.3 I affirm I have not retained any confidential documents or data.

6. NON-COMPETITION AND NON-SOLICITATION

6.1 I acknowledge any existing non-competition agreement signed on [NON-COMPETE AGREEMENT DATE].

6.2 I acknowledge any existing non-solicitation agreement signed on [NON-SOLICITATION AGREEMENT DATE].

6.3 I confirm my new employment does not violate these agreements: [YES/NO].

7. RELEASE AND WAIVER

7.1 I release [COMPANY NAME] from all claims arising from my employment and resignation, except for vested benefits and final compensation.

7.2 This release does not waive any rights that cannot be waived by law.

7.3 I have been advised to consult an attorney before signing this release: [YES/NO].

8. ACKNOWLEDGMENT AND SIGNATURES

8.1 Employee Signature: ______________________________

8.2 Employee Printed Name: [EMPLOYEE FULL NAME]

8.3 Date: [DATE]

8.4 Witness Signature (Optional): ______________________________

8.5 Witness Printed Name: [WITNESS NAME]

8.6 Date: [DATE]

8.7 Employer Representative Signature: ______________________________

8.8 Employer Representative Printed Name: [EMPLOYER REPRESENTATIVE NAME]

8.9 Title: [EMPLOYER REPRESENTATIVE TITLE]

8.10 Date: [DATE]

9. ADDITIONAL COMMENTS OR CONDITIONS

9.1 [ADDITIONAL COMMENTS OR CONDITIONS]

9.2 [ADDITIONAL COMMENTS OR CONDITIONS]

10. GOVERNING LAW

10.1 This resignation letter and any disputes arising from it shall be governed by the laws of the State of [STATE].

10.2 Any legal action must be brought in the courts of [COUNTY, STATE].

11. ENTIRE AGREEMENT

11.1 This document constitutes the entire agreement regarding my resignation and supersedes all prior discussions.

11.2 Any modifications must be in writing and signed by both parties.

12. COPIES

12.1 Employee Copy Received: [YES/NO]

12.2 Employer Copy Retained: [YES/NO]

12.3 Human Resources Copy Sent: [YES/NO]

Sincerely,

[EMPLOYEE FULL NAME]

[EMPLOYEE SIGNATURE]

[DATE]
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