SIMPLE RESIGNATION LETTER TEMPLATES

[EMPLOYEE FULL NAME]

[EMPLOYEE STREET ADDRESS]

[EMPLOYEE CITY, STATE, ZIP CODE]

[EMPLOYEE EMAIL ADDRESS]

[EMPLOYEE PHONE NUMBER]

[DATE OF LETTER]


[RECIPIENT FULL NAME]

[RECIPIENT JOB TITLE]

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]


RE: RESIGNATION FROM POSITION OF [EMPLOYEE JOB TITLE]


1. STATEMENT OF RESIGNATION

1.1 I, [EMPLOYEE FULL NAME], hereby provide formal notice of my resignation from my position as [EMPLOYEE JOB TITLE] at [COMPANY NAME].

1.2 My last day of employment will be [LAST DAY OF EMPLOYMENT].

1.3 I am providing [NOTICE PERIOD] notice in accordance with my employment agreement and company policy.


2. REASON FOR RESIGNATION

2.1 I am resigning for the following reason: [REASON FOR RESIGNATION].

2.2 I have appreciated the opportunity to work at [COMPANY NAME] and am grateful for the experience and support I have received.


3. TRANSITION AND HANDOVER

3.1 I will assist with the transition of my duties and responsibilities to [SUCCESSOR NAME OR TEAM].

3.2 I will complete all pending tasks and provide documentation for ongoing projects by [TRANSITION COMPLETION DATE].

3.3 I will return all company property, including [LIST OF COMPANY PROPERTY], by [PROPERTY RETURN DATE].


4. FINAL COMPENSATION AND BENEFITS

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

4.2 I request information regarding the continuation of benefits, including [BENEFITS DETAILS], and the payout of any accrued vacation or paid time off.


5. CONFIDENTIALITY AND NON-DISCLOSURE

5.1 I acknowledge my continuing obligation to maintain the confidentiality of all proprietary and confidential information belonging to [COMPANY NAME] in accordance with my employment agreement and applicable law.


6. NON-DISPARAGEMENT

6.1 I agree not to make any disparaging remarks about [COMPANY NAME], its officers, directors, employees, or agents.


7. RELEASE OF CLAIMS

7.1 I acknowledge that this resignation is voluntary and that I have no pending claims against [COMPANY NAME] as of the date of this letter.

7.2 I reserve all rights available to me under applicable law.


8. ACKNOWLEDGMENT

8.1 I request that [COMPANY NAME] provide written acknowledgment of receipt of this resignation letter.

8.2 Please direct any questions regarding this resignation to me at [EMPLOYEE EMAIL ADDRESS] or [EMPLOYEE PHONE NUMBER].


9. GOVERNING LAW

9.1 This resignation letter shall be governed by the laws of the State of [STATE].


10. ENTIRE AGREEMENT

10.1 This letter constitutes the entire understanding between the parties regarding my resignation and supersedes all prior discussions.


Sincerely,


[EMPLOYEE SIGNATURE]

[EMPLOYEE FULL NAME]

[DATE]


Acknowledged and Received by:


[RECIPIENT SIGNATURE]

[RECIPIENT FULL NAME]

[RECIPIENT JOB TITLE]

[DATE]
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