
Employee Resignation Letter 
 

 
 
[Employee Name] 
[Employee Home Address] 
[Employee City, State, Zip Code] 
[Employee Phone Number] 
[Employee Email] 
 
[Date]  
 
[Manager / Supervisor Name] 
[Title] 
[Company Name] 
[Company Address] 
[City, State, Zip Code] 
 
Dear Mr. / Ms. [Manager / Supervisor Last Name]:  
 
Please accept this letter as notification that I am resigning from my position as [Job Title] with 
[Company Name] on [Date].  
 
If I can be of assistance during this transition, please let me know. 
 
Sincerely,  
 
 
 
[Employee Signature] 
 
[Employee Typed Name] 
 
Cc: [as appropriate (e.g. Office Manager / HR Representative)] 
 
 
 

 
 

 

 
 

 

 
 

 

 

 
Legal Disclaimer: The Employee Resignation Letter is intended for informational purposes only, and does not constitute legal 
information or advice.  This information and all HR Support Center materials are provided in consultation with federal and state 
statutes, and do not encompass other regulations that may exist, such as local ordinances.  Transmission of documents or 
information through the HR Support Center does not create an attorney-client relationship. If you are seeking legal advice, you are 
encouraged to consult an attorney. 


