TOOLPILOT  /  FREE RESOURCES
Resignation Letter Template
A concise, professional template for communicating a departure.
	Check first  Review your employment agreement and local requirements. Confirm the appropriate notice period before sending.



	Your name
[Full name]
	Manager
[Name]

	Date
[Date]
	Last working day
[Date, as confirmed]



Dear [Manager],
Please accept this letter as formal notice of my resignation from my position as [Role] at [Organization]. My intended last working day is [Date], subject to the applicable notice arrangements.
I appreciate the opportunities and experience I have gained during my time here. I will work with you to support an orderly transition, including documenting current work and handing over relevant responsibilities.
Thank you for your support. I wish the team and organization continued success.
Sincerely,
[Your name]
Before sending
☐  Confirm the date and notice period.
☐  Keep the message factual and professional.
☐  Plan a separate handover discussion if needed.
Editable template • Replace bracketed prompts before use




