TWO WEEKS NOTICE LETTER TEMPLATE

[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: TWO WEEKS NOTICE OF RESIGNATION

Dear [RECIPIENT FULL NAME],

Please accept this letter as formal notification that I am resigning from my position as [EMPLOYEE JOB TITLE] at [COMPANY NAME]. My last day of employment will be [LAST DAY OF EMPLOYMENT], which is two weeks from the date of this letter.

I would like to express my sincere gratitude for the opportunity to have worked at [COMPANY NAME] for the past [LENGTH OF EMPLOYMENT]. I have appreciated the support and opportunities I have received during my time here.

1. RESIGNATION DETAILS

1.1 Employee Name: [EMPLOYEE FULL NAME]

1.2 Job Title: [EMPLOYEE JOB TITLE]

1.3 Company Name: [COMPANY NAME]

1.4 Date of Letter: [DATE OF LETTER]

1.5 Last Day of Employment: [LAST DAY OF EMPLOYMENT]

1.6 Reason for Resignation: [REASON FOR RESIGNATION]

2. TRANSITION AND HANDOVER

2.1 I will do everything possible to ensure a smooth transition of my responsibilities before my departure.

2.2 I am available to assist in training my replacement or transferring my duties to other team members.

2.3 Please let me know how I can best support the transition during my remaining time.

3. RETURN OF COMPANY PROPERTY

3.1 I will return all company property in my possession, including but not limited to: [LIST OF COMPANY PROPERTY].

3.2 I will complete this return by [DATE OF PROPERTY RETURN].

4. FINAL PAY AND BENEFITS

4.1 I understand that my final paycheck will be issued on [FINAL PAYCHECK DATE].

4.2 I request information regarding the continuation of benefits, if applicable.

4.3 I understand that accrued vacation or paid time off will be handled according to company policy.

5. ACKNOWLEDGMENT

5.1 I acknowledge that this resignation is voluntary.

5.2 I confirm that I have no pending claims against [COMPANY NAME].

5.3 I agree to keep the terms of my resignation confidential except as required by law.

6. ACCEPTANCE BY EMPLOYER

6.1 Employer Name: [EMPLOYER NAME]

6.2 Employer Title: [EMPLOYER TITLE]

6.3 Employer Signature: ______________________________

6.4 Date: [DATE OF EMPLOYER SIGNATURE]

7. EMPLOYEE SIGNATURE

7.1 Employee Signature: ______________________________

7.2 Printed Name: [EMPLOYEE FULL NAME]

7.3 Date: [DATE OF EMPLOYEE SIGNATURE]

Sincerely,

[EMPLOYEE FULL NAME]

[EMPLOYEE SIGNATURE]
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