Appreciative Resignation Email Letter
Subject: Intention of resignation
Dear Mr Smith

I am emailing you today (date) to inform you of my intention to resign from my position as Financial Administrator, commencing my notice period on Monday.
While I have enjoyed my time spent working for your team, the time has come for me to pursue something different, and to this end, I am moving to a role elsewhere.
The terms of my contract require that I give you four weeks’ notice of my intentions; therefore my date on which I believe my maternity leave and employment to terminate will be (insert date). If I have outstanding accumulated annual leave, please advise me how much I have, and whether I am permitted to take it, or if it will be paid to me.

I wish to take this final opportunity to thank you for the help, support, and vital knowledge I have received from you and the team in the fantastic years I have been with the company. I feel that should I have learned some valuable skills from the company that will support me in my new position.

Should you require any additional information from me, do not hesitate to contact me.
Yours sincerely
Joanne Bloggs
