
Employee’s Name
Address of Employee
City, State, Zip Code
DATE

Manager’s Name
Name of Company
Address of Company
City, State, Zip Code

​RE: Resignation

Dear [Manager’s Name],

I regret to inform you that I must resign from my position as a [POSITION] in [NAME OF COMPANY] effective [DATE]. 

While I have valued the time I have spent as an employee of [NAME OF COMPANY], I have been offered another position with a higher salary. In the current economy, I cannot in good conscience turn down such an opportunity. 

I greatly appreciate your professionalism and the knowledge I've gained while working with you in the past, and I hope someday we might be able to work together again.

Sincerely, 

Employee’s Signature
Employee’s Name Printed​

