Resignation letter to HR Template
Dear <Manger’s or HR’s name>,
I hereby write this letter to formally bring to your notice my decision to resign from the post of <your designation> at<organisation name>effective from<last working day>.
As per company policy I would be serving a notice period of <notice period as in company policy> starting today. My last working day for<organisation name>would be<again mention your last working day>.
I take this opportunity to thank<organisation name>for all the learning opportunities I was provided with during my tenure of<years at the organisation>at the organisation. I offer my assistance to complete any pending tasks or during transition if asked to.
Kindly treat this as my official resignation letter.I wish you and the entire team very best for your future endeavours.
Thanks and Regards
<Your Name>
<Designation and Contact>
