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Fillable Form Resignation Letter


A Letter of resignation is a letter written by an employee to announce his/her intent to leave a position or office of employment currently held. 
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[bookmark: what_is]What is a Resignation Letter?

A Resignation Letter, also sometimes known as a 2 Weeks’ Notice, a Resignation Letter, or a Letter of Resignation, is a letter submitted by an employee to their employer to inform them of their decision to resign.



There are many different reasons that can cause an employee to submit their resignation letter. For some, it is simply a matter of the salary or nature of the work not being satisfactory, and as such they may decide that resigning and finding a better job would be more aligned with their interests. Salary issues are one of the most common reasons cited for resignation, especially depending on the nature of the work itself and whether or not the employee believes that it is worth the pay they are receiving, or the environment that they are working in.



Bad work environments can be described in all manner of ways. For some, it primarily involves the general attitudes of their superiors and coworkers, while for others it may involve such things as the work expected of them by their superiors, the way that employees are encouraged to continue working, et cetera. A lack of balance and separation between their work and their personal life may also contribute to an employee feeling that a work environment is not suitable for them. Commonly cited examples of this kind of issue tend to include being required to do (often unpaid) overtime, or otherwise doing extra work that cuts into time that they had originally requested as vacation time or similar, under threat of losing their job if they do not comply.



It is not a legal requirement (for the most part) for an employee to submit a resignation notice before leaving their job. Instead, it is simply a practice that is commonly done out of courtesy in order for the employer to be made aware of their employee’s decision to quit and have enough time to (should they wish to) find a replacement. Despite sometimes being referred to as a Two Weeks’ Notice, an employee does not actually have to give their letter of resignation two weeks before the date that they will leave the company - they will decide themselves what date to set for their eventual departure.



Because of this, in rarer and more extreme cases, such as an actively harmful work environment, abuse in the workplace, another legal or ethical issue, or even a personal issue that requires immediate addressing that will cause the employee to become unable to work for the company in some way, employees may simply leave the company without providing notice to their employer to preserve their safety. In some cases, an employer may also simply not see the resignation letter - however, this does not mean that the employee must postpone their resignation until their employer is able to read their notice.



In the context of contractual employment, there may be provisions within the contract that require a resignation notice to be tendered and accepted before an employee is allowed to resign. This, as well as the consequences for breaching the terms of the contract by resigning without providing prior notice, will depend on the terms agreed upon in the contract itself.



Otherwise, there are generally no legal repercussions to resigning without providing a resignation letter, but there may still be negative impacts on a person’s professional reputation. This may be especially apparent should the industry they were previously working on be very high level, or otherwise, be quite small. Their resignation without providing notice may signal to others in the industry that they cannot be counted on to stay, which would make finding other work within the industry harder for them.



Thus, outside of some extreme cases, it is often better to provide a resignation letter as advance notice of your resignation, in order to avoid the most possible legal or social consequences. Some companies will designate the Human Resources department as the primary entity that processes resignation notices.

[bookmark: how_to]How to fill out a Resignation Letter?

Resignation letters will vary in length and complexity depending on whether or not you wish to elaborate on your reason for leaving the company. Overall, however, they are generally very simple letters to fill out.



As part of the process of resignation, you may wish to contact the Human Resources department of your company before submitting your resignation notice, in order to get a feel for what will need to be done to properly prepare for your departure from the company.



Date and Address

Enter the date that this letter was written, and the address it is being sent to.



Salutations

Politely and respectfully address the person you are sending your resignation notice to. You may add any relevant title that they hold, such as Dr., Sir, Professor, et cetera.



Name of Company or Workplace

Enter the name of the company or workplace you are resigning from.



Last Day

Enter the date that you have designated as your last day on the job before you depart.



Reason for Resignation

Enter your reason for resignation here. You may use additional paper as needed.



Availability for Discussion

Enter where, how, and when you are able to be contacted to discuss matters relating to your resignation. You may provide information such as:

	Your contact number
	The department you are currently working in (and will leave)
	Your mailing address
	Days of the week, and what time in the day you are able to discuss things.




Signature

Sign the letter in the space provided.

[bookmark: faq]Frequently Asked Questions About a Resignation Letter

Who needs to use a Resignation Letter?

Any employee who wishes to resign from their job and inform their employer of their intention to quit in a courteous and polite manner will need a resignation letter in order to bring the subject to their employer’s attention. This can be submitted as a physical letter, as an email, or both — so long as the resigning employee is reasonably sure that their employer will receive their notice.

There are a number of reasons why an employee might want to resign from their job, ranging from personal reasons to work-related issues or dissatisfaction. Regardless of the reason, writing a resignation letter is an important step in formally notifying your employer that you will be leaving your position.

Some key tips for drafting a resignation letter include expressing gratitude for the opportunity you have had in your current role and thanking any colleagues or managers who have supported you during your time there. It is also important to be honest about why you are choosing to leave while being respectful and professional throughout. Additionally, it may be beneficial to ask for input on the timing of when you plan to leave, so that they can prepare themselves accordingly.

If you are unsure about how to write a resignation letter, there are many resources available online that can provide guidance and examples. Additionally, it may be helpful to consult with your company’s human resources department or a trusted colleague who has gone through the process before.

If you are an employee who is thinking of resigning from your job, a resignation letter can help make the process smoother and ensure that all of your personal and professional needs are met. By drafting a clear, concise, and respectful letter that outlines your reasons for quitting as well as any requests that you may have, you can communicate effectively with your employer and start the next chapter of your career on the right foot.

What are some tips when using a resignation letter?

It is important to keep your resignation letter safe and to send it through secure means in order to avoid issues such as identity theft and to avoid or minimize any problems with your resignation. This is because the resignation letter contains your signature, which can be used for various purposes should it be stolen.

Seek legal counsel. Legal counsel may be beneficial depending on your situation. Before submitting your resignation notice, you may wish to contact a legal professional for advice on how to proceed with your resignation in your current situation. This may provide peace of mind and you may be able to get more advice regarding your decision.

Practice good contract management. Keep a copy of the resignation letter in a safe and organized place for possible future legal use, or as a backup in case something happens to the original.

Plan your resignation. Keep your work and personal affairs in order so that when you do decide to resign, there are a few loose ends as possible.

Keep a positive attitude. It’s important to remain professional throughout the resignation process, even if you are leaving due to negative circumstances at work. This will allow for an easier transition once you leave the company or organization.

Once you are sure that you want to resign, it is important to plan ahead in order to minimize complications with your resignation and to reduce the likelihood of any negative consequences. If possible, give yourself enough time to transition smoothly into your next career move after submitting your resignation letter.

How do I write a good resignation letter?

When it comes to writing a resignation letter, there are some important things that you should keep in mind:

	Be Professional — Even though you may be resigning from your current position, it is important to remain professional throughout the process. This means avoiding any negativity or complaining in your letter. Also, always make sure that your resignation letter is well written and free of errors.
	Be Brief — There is no need to write a lengthy resignation letter. Simply state your intention to resign, the effective date, and thank your employer for the opportunity. You can also include a brief explanation of your reasons for resigning if you wish.
	Give Notice — Unless you have an explicit agreement with your employer, it is standard practice to give two weeks' notice when resigning from a position. This gives your employer time to find a replacement and train them for the role.
	Be Gracious — Even if you are leaving your current job due to dissatisfaction, it is important to maintain a positive attitude. Thank your employer for the opportunity and express your hopes for the future of the company.
	Have a Plan — If you have already accepted a new position, make sure to include this information in your resignation letter. This will help to ensure a smooth transition for both you and your employer.




By following these simple tips, you can write a professional and effective resignation letter that will help to set you up for success in your new role.



How do I politely quit my job?

There are a few things to keep in mind when quitting your job politely:



	Set a meeting with your supervisor and let them know that you are looking for other opportunities within the company or outside of it. Be upfront and honest about your intentions. Take the time to evaluate your position and consider what you will be losing if you quit, as well as what you might gain. If you are unhappy in your job, try talking with your boss or human resources department to determine what steps need to be taken in order to improve the situation.
	Give them a reasonable amount of notice — two weeks is the industry standard. This way, they have time to plan for a replacement and they can also provide you with any necessary resources or assistance in making the transition.
	Be professional and courteous at all times. In most cases, your supervisor will be sad to see you go but will respect that you are taking care of yourself. Never burn bridges or speak negatively about your job, even if you are unhappy. Leaving on good terms will allow you to maintain a positive reputation in the industry and also make it easier to come back later if necessary.
	Leave on good terms and be willing to offer your support as a former employee if needed in the future. This may open doors for networking opportunities down the road. No matter what the circumstances, never burn bridges by quitting your job in a hostile or aggressive manner. Even if you are leaving on bad terms, be sure to maintain professionalism and focus on maintaining a positive relationship moving forward.
	Treat everyone you worked with during your time at the company with respect and kindness — they may be able to help you in your job search. If you had a positive relationship with your coworkers, be sure to keep in touch and let them know you appreciated their support. You must never burn bridges when quitting your job.




Overall, quitting your job politely is all about being professional, courteous, and honest. If you stay focused on these key aspects, you can leave on good terms and move forward in a positive direction.



What do I say in a resignation?

When it comes to resigning from a job, there is no one “right” way to do it. Some people prefer to give immediate notice, while others like to stick around for a few weeks or even months after submitting their resignation letter.



However you decide to approach this situation, the most important thing is that you handle yourself with professionalism and respect throughout the process.



Here are some basic and important details you should include in your resignation letter:

	The date that you are submitting your resignation letter. This should be included at the top of the letter, along with any other relevant contact information such as your name and address.
	A brief explanation for why you are resigning from the position. While it is not necessary to go into too much detail here, it is important to include some indication of why you are moving on from this role. This may be because you have found another job opportunity, or simply that you feel it is time to move on from this company.
	An indication of when your last day will be. It is a good idea to provide specific date (or range of dates) rather than just saying "as soon as possible." This allows your employer to plan accordingly and gives you a deadline for wrapping up all of your projects.
	A statement of appreciation for the opportunities that you have had at this organization. Even if you don't love your job or have negative feelings about your employer, it is important to acknowledge any positive experiences that you have had while working there. This can help to soften the blow and set a more positive tone as you transition into your next role.
	A request for a letter of recommendation (if applicable). If you feel comfortable doing so, you can ask for a letter of recommendation from your employer as part of your resignation. This can be helpful in the future when applying for jobs or other opportunities.




By including these details, you can ensure that your resignation letter is professional and respectful, while also giving your employer the information that they need to plan for the transition. Whether you are leaving this job on good terms or planning to move on to something new, it is always important to conduct yourself with grace and dignity throughout the process.



Is it OK to email a resignation letter?

While you can email your resignation letter, it is not recommended. While some companies do accept resignations via email, many prefer to receive a hard copy of your resignation letter. This is especially true if you are working in customer service or another area that involves interfacing with customers and clients.



There are several reasons why it may be unwise to submit your resignation via email:

	Sending an email does not allow for much personalization or customization of your message. Since the purpose of a resignation letter is to inform your employer about your plans to leave, you want to make sure that the letter clearly states this information and any other details relevant to your departure from the company.
	Emails can easily get lost or overlooked, which means that there is always a chance that your resignation letter may never reach its intended recipient. If you email your letter and do not receive a response, it is best to follow up with a phone call or an in-person meeting to ensure that your employer has received your notice.
	Emailing your resignation letter may come across as impersonal or unprofessional. If you have a good relationship with your boss or Human Resources department, it may be best to deliver the news of your resignation in person. This way, you can discuss any concerns or questions they may have about your departure.
	In some cases, sending a physical letter may be required by company policy. Before emailing your resignation letter, be sure to check with your HR department to see if this is the case at your workplace.




If you decide to email your resignation letter, be sure to include all of the same information that you would include in a physical letter. Your letter should be addressed to your direct supervisor and should state your intention to resign from the company. The date of your resignation should also be included in the body of the email. Be sure to proofread your message carefully before sending it off — you want to make sure that there are no typos or grammatical errors in your letter. Finally, be sure to keep a copy of the email for your own records.



What is a two weeks’ notice?

A two weeks’ notice is a formal letter that an employee provides to their employer when they are planning to leave the company. It typically gives two weeks’ notice of their resignation and outlines their intention to terminate employment. In most cases, companies will ask employees to provide a two weeks’ notice before leaving in order to allow them time to transition into new work arrangements and bring on replacement staff members if necessary. Additionally, many employers include language in employee contracts that requires employees to provide this type of advance notice before leaving the organization.



There are a few key things to keep in mind when writing a two weeks’ notice letter. First, it is important to be professional and courteous when providing your notification. You should also take care to provide specific details about your last day of work and any transition plans you have in place. Additionally, it is often helpful to thank your employer for the opportunity to work at the company.



Once you have written your letter, be sure to review it carefully before sending it off. This will help ensure that there are no errors or typos that could potentially damage your relationship with your employer. Additionally, it is a good idea to have a conversation with your supervisor or human resources department about your resignation before officially tendering your two weeks’ notice. This will allow you to answer any questions they may have and smooth over any potential bumps in the transition process.



When done correctly, writing a two weeks’ notice can be a positive and professional experience. By following these tips, you can ensure that your resignation letter is clear, organized, and respectful of the time and effort that your employer has put into developing you as an employee.



Do I have to give a reason for resigning?

No, you are not required to give a reason when resigning from your job. However, it is always best to be professional and courteous when resigning, so if you have a reason for leaving, it is best to mention it. Thank your employer for the opportunity to work there and let them know that you appreciate their time and effort. If you have a new job lined up, you can mention this as well. Finally, express your desire to remain on good terms with your former employer.



What should you not say in a resignation letter?

There are a few things you should avoid saying in your resignation letter, such as:

	I'm resigning because I'm unhappy with my current situation (or my boss or my co-workers).
	I'm resigning because I'm not being paid enough.
	I'm resigning because I'm moving to another city (or state or country).
	I'm resigning because I want to spend more time with my family (or friends).
	I'm resigning because I've been offered a better job elsewhere.
	I'm resigning because I've decided to pursue a different career path.
	I'm resigning because I want more flexibility with my schedule (or work hours or vacation) time.
	I'm resigning because my company doesn't offer the benefits or perks that I need or want.
	My reasons for leaving are personal, so please don't ask me about them again in the future.




If you have a positive working relationship with your employer, it is usually best to keep your letter professional and focused on your gratitude and appreciation for the opportunities you have been given while working there, and wishing everyone well going forward. However, if your relationship with management or co-workers has been strained, you may want to be more direct about your reasons for leaving in order to avoid any possible conflict. In either case, always remember to be respectful and polite in your resignation letter.



Do you give a resignation letter to HR or the manager?

You must address your resignation letter to your immediate supervisor or manager. If you have a good relationship with your HR department, you may also choose to submit your letter to them. However, it is not necessary to do so. Once your resignation letter has been submitted, your employer will likely inform the HR department of your departure.



Related Articles:

	How to Write a Great Resignation Letter
	How to Write a Letter of Resignation
	How to Write a Resignation Letter
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