Formal Employee Resignation Letter
Name of sender

Address of sender

Zip code

Name of receiver

Address of receiver

Zip code

Date

Dear (name of employer),

I am writing this letter to resign with my job of (position name) at (company name). My last day will be on (date of the last day).

The reason for which I have decided to resign from my job is that I have been offered another job that comes with supervisory responsibilities that I have accepted. This new position will make it possible for me to work with international clients. As you may know, one of my personal goals is to be working globally with customers.

I will miss my job since it has offered me a lot of opportunities of development and of contribution to the company. Your support and coaching played an important role in my professional development and I thank you for that. I will miss my colleagues and the customers as well, but I shall never forget the nice memories that they offered.

I wish you all the best for the future. Please let me know if I can help you in any way to make the transfer of my work to the new employee easier.

Sincerely,

Name of sender
