EXAMPLE OF LETTER OF RESIGNATION

PERSONAL LETTERHEAD

DATE

Mr. _____________

Title

Company

Subj: Letter of Resignation

Dear ___________: 

Please accept this letter as my formal resignation as   CURRENT POSITION TITLE   to become effective as of __________, 200_, (my last work day) a two weeks (OR ONE WEEK’S NOTICE IF APPLICABLE) notice. 

In accepting a position with a new employer, (NOT A NEED TO SPECIFY COMPANY) the new company has not announced my hiring to the employees that will be effected. 

Therefore, the new company would prefer me not discussing nor announcing my new employer until the announcement has been made. This position will provide a new opportunity for my career and my family. 

I want to take this opportunity to thank you for your time and efforts in my development during the past (INSERT NUMBER) years. The support and concern shown by you and the rest of the management team has been deeply appreciated. 

I leave     COMPANY   with no animosity or ill will and wish you and your company continued success and prosperity. 

My decision is irrevocable and any counter offers extended by    COMPANY   will not be considered. 

Sincerely, 

YOUR NAME 

