RESIGNATION LETTERS FOR PERSONAL REASONS

[EMPLOYEE FULL NAME]

[EMPLOYEE STREET ADDRESS]

[EMPLOYEE CITY, STATE, ZIP CODE]

[EMPLOYEE PHONE NUMBER]

[EMPLOYEE EMAIL ADDRESS]

[DATE OF LETTER]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

RE: RESIGNATION FOR PERSONAL REASONS

Dear [RECIPIENT NAME],

Please accept this letter as formal notice of my resignation from my position as [JOB TITLE] at [COMPANY NAME]. My last day of employment will be [LAST DAY OF EMPLOYMENT].

This resignation is made for personal reasons. I have decided to resign voluntarily due to personal circumstances that require my attention and make it necessary for me to leave my current role.

I am grateful for the opportunity to have worked at [COMPANY NAME] and for the support I have received during my employment. I have valued my time with the company and appreciate the professional experience and relationships I have gained.

1. EMPLOYMENT DETAILS

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 Reason for Resignation: Personal reasons

2. NOTICE PERIOD

2.1 Notice Period Provided: [NUMBER OF WEEKS/MONTHS]

2.2 Notice Start Date: [NOTICE START DATE]

2.3 Notice End Date: [LAST DAY OF EMPLOYMENT]

2.4 The employee confirms that the notice period complies with the applicable employment contract, company policy, or statutory requirement.

3. TRANSITION AND HANDOVER

3.1 The employee agrees to assist with the transition of duties and responsibilities until the last day of employment.

3.2 The employee will provide a written handover report to [SUPERVISOR NAME OR JOB TITLE] by [HANDOVER DEADLINE DATE].

3.3 The employee will return all company property, including but not limited to keys, access cards, laptop, mobile phone, documents, and equipment, by [PROPERTY RETURN DATE].

3.4 The employee will cooperate in completing any outstanding tasks or projects as reasonably requested by the company before the last day of employment.

4. FINAL PAY AND BENEFITS

4.1 The employee acknowledges that final pay will be processed in accordance with company policy and applicable law.

4.2 Final pay will include salary or wages up to the last day of employment, plus any accrued and unused vacation or paid time off, if applicable.

4.3 The employee’s last date to submit expense reimbursement claims is [EXPENSE CLAIM DEADLINE].

4.4 The employee’s health insurance and other benefits will end on [BENEFITS END DATE], subject to the terms of the applicable benefit plans and any right to continuation coverage under law.

4.5 The employee should direct any questions regarding final pay or benefits to [HR CONTACT NAME] at [HR CONTACT EMAIL] or [HR CONTACT PHONE].

5. CONFIDENTIALITY AND COMPANY PROPERTY

5.1 The employee reaffirms their obligation to keep confidential all confidential and proprietary information of [COMPANY NAME] in accordance with any signed confidentiality, non-disclosure, or similar agreement.

5.2 The employee confirms that they have not retained and will not retain any company documents, data, or property, whether in physical or electronic form, except as required to perform remaining duties.

5.3 The employee will delete or destroy any company information stored on personal devices or accounts by [LAST DAY OF EMPLOYMENT], unless otherwise instructed by the company.

6. NON-DISPARAGEMENT AND COOPERATION

6.1 The employee agrees not to make disparaging statements about [COMPANY NAME], its officers, directors, employees, or products.

6.2 The employee agrees to cooperate with the company in any pending or future investigations or legal matters relating to their employment, as reasonably requested.

7. ACKNOWLEDGMENT AND ACCEPTANCE

7.1 The employee confirms that this resignation is voluntary and made for personal reasons.

7.2 The employee understands that this resignation does not affect any rights or obligations under any applicable employment agreement, company policy, or law.

7.3 The employee acknowledges that they have read and understood this resignation letter and agree to its terms.

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 SIGNATURE]

8.7 Company Representative Signature: ______________________________

8.8 Company Representative Printed Name: [COMPANY REPRESENTATIVE NAME]

8.9 Title: [COMPANY REPRESENTATIVE TITLE]

8.10 Date: [DATE OF SIGNATURE]

9. OPTIONAL ADDITIONAL PROVISIONS

9.1 [ADDITIONAL PROVISION 1]

9.2 [ADDITIONAL PROVISION 2]

9.3 [ADDITIONAL PROVISION 3]

10. ACKNOWLEDGMENT OF RECEIPT

10.1 I, [RECIPIENT NAME], acknowledge receipt of this resignation letter on [DATE OF RECEIPT].

10.2 Recipient Signature: ______________________________

10.3 Recipient Printed Name: [RECIPIENT NAME]

10.4 Title: [RECIPIENT TITLE]

10.5 Date: [DATE OF SIGNATURE]
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