
WRITING A LETTER OF RESIGNATION

What is a resignation letter, why and how to write one, what to include, sample letters and emails to quit a job, and tips
for how to resign gracefully.

Great news! I would like to take this opportunity to thank you for the knowledge and experience I have gained
by working here. Therefore, offer to support with the transition process, such as helping a replacement get
settled into your former role. Why Write a Resignation Letter? Keep your language professional and positive.
Why is a Resignation Letter Important? Usually, the document signifies that your time in the position will
come to a close in the coming days. This guide will help you understand why the letter of resignation is so
significant, and provide you with other useful information and tools, including: Tips on how to write a
resignation letter A resignation letter sample Advice on how to submit your resignation Why Write a
Resignation Letter? Request for instructions optional. After receiving a business communication degree from
Arizona State University, she spent nearly three years living in four states and backpacking through 16
countries. Tip If you are resigning and a seeking a job, check out our popular resume builder. Show your
resignation letter to a career counselor or ask a friend to review it if you want someone else to check it over for
you. For more information and guidance on how to write a letter of resignation, simply download our template
and make necessary adjustments to cater to your specific circumstances. During her travels, Skye began her
blog, which you can find at www. Your resignation letter will ease the transition over the next two weeks at
the job, and will also help you maintain a positive relationship with your employer even after you are no
longer with the company. Regardless of why you are resigning or how you feel about it, if you mention the
reason you are leaving, make sure that you do not include anything negative or disparaging about the
company, your supervisor, your co-workers, or your subordinates. What to write in a resignation letter? Be
specific - Provide the name of the position you are resigning from and the date that you want your resignation
to come into effect Be professional - Your words will live forever in this document. This period varies, but it
is most common that employers require at least 2 weeks notice. Show your former employer that you take
professionalism seriously, under any circumstance. Salutation: Address the resignation letter to your manager.
Write a resignation letter ahead of the day you intend to resign, and then arrange to have a conversation with
your manager in person. Email or Mail? Addressee The addressee is usually your manager â€” you can use
their first name. The letter should also be positive. Here's an overview of what should be included in a
resignation letter.


