Serving Shorter Notice Period

Dear <Recipients name>,

It is with great regret that I am writing to resign from my position as a <enter name of position here>.

I have taken into consideration everything I can think of and have decided to accept a role with another company. This was a very hard decision for me and I hope one that will help me with my future career goals.

My contract requires me to serve <enter period here>. However, I would like to submit a formal request to be released <enter period here> earlier from my contract due to me starting my new position then.

Please note that I will do whatever I can to make my leaving as easy as possible for all those involved.

I wish everybody at the company all of the best in the future and I would like to thank you for giving me the opportunity to work with <enter the company name here>.

I look forward to your reply.

Yours Sincerely,

<Enter name here>
