RESIGNATION LETTER FOR CAREER CHANGE

[DATE]

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

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

RE: RESIGNATION FOR CAREER CHANGE

Dear [RECIPIENT FULL NAME],

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

1. REASON FOR RESIGNATION

1.1 Career Change: I have decided to resign in order to pursue a new career path in [NEW CAREER FIELD OR INDUSTRY].

1.2 Effective Date: This resignation is effective as of [LAST DAY OF EMPLOYMENT].

2. TRANSITION AND HANDOVER

2.1 Transition Period: I am available to assist with the transition of my duties through [LAST DAY OF EMPLOYMENT].

2.2 Handover of Responsibilities: I will complete the following handover tasks prior to my departure: [LIST OF HANDOVER TASKS OR PROJECTS].

2.3 Knowledge Transfer: I will provide documentation and training to [NAME OF SUCCESSOR OR TEAM] as requested.

3. RETURN OF COMPANY PROPERTY

3.1 Company Property: I will return all company property in my possession, including but not limited to [LIST OF COMPANY PROPERTY SUCH AS LAPTOP, KEYS, ACCESS CARDS, DOCUMENTS], by [DATE OF RETURN].

3.2 Access and Accounts: I will cease use of all company accounts, systems, and access credentials by [LAST DAY OF EMPLOYMENT].

4. FINAL COMPENSATION AND BENEFITS

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

4.2 Accrued Benefits: I request information regarding the payout of any accrued and unused vacation, paid time off, or other benefits, if applicable.

4.3 Benefits Continuation: I understand my rights regarding continuation of benefits under [APPLICABLE BENEFITS CONTINUATION PROGRAM, E.G., COBRA] and will contact [BENEFITS ADMINISTRATOR NAME OR DEPARTMENT] for details.

5. CONFIDENTIALITY AND NON-DISPARAGEMENT

5.1 Confidentiality: I acknowledge my continuing obligation to maintain the confidentiality of all proprietary and confidential information belonging to [COMPANY NAME] in accordance with my existing agreements.

5.2 Non-Disparagement: I agree not to make disparaging remarks about [COMPANY NAME], its employees, or its business practices.

6. NON-COMPETITION AND NON-SOLICITATION

6.1 Non-Competition: I acknowledge my obligations under any existing non-competition agreement, if applicable, and confirm that my new career path does not violate those obligations.

6.2 Non-Solicitation: I acknowledge my obligations under any existing non-solicitation agreement, if applicable, and agree not to solicit employees or clients of [COMPANY NAME].

7. ACKNOWLEDGMENT AND ACCEPTANCE

7.1 Employee Acknowledgment: I confirm that I have read and understand the terms of this resignation letter.

7.2 Company Acknowledgment: [COMPANY NAME] acknowledges receipt of this resignation letter and accepts the terms outlined herein.

8. SIGNATURES

8.1 Employee Signature:

[EMPLOYEE FULL NAME]

Signature: ______________________________

Date: [DATE]

8.2 Company Representative Signature:

[RECIPIENT FULL NAME]

Signature: ______________________________

Date: [DATE]

8.3 Witness Signature (Optional):

[WITNESS FULL NAME]

Signature: ______________________________

Date: [DATE]
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