Remember that a Resignation Letter should be PROFESSIONAL & create the environment for you to leave on good terms & thank them for their support. Do NOT ever make it PERSONAL or put any specific complaints about anyone or the Company in this note & keep the door open should you ever want to return. You want to maintain your reputation as a professional in the INDUSTRY as well as should you need them as a Reference in the FUTURE!!!
                                        SAMPLE RESIGNATION LETTER
Date_________



Dear________

Please accept this letter as confirmation of my resignation from  ____________________.   My last day of employment will be ____________________.

Please realize that this resignation is not a negative reflection upon ______________.

I have enjoyed my tenure with our company and feel that the time I have spent here was

valuable to both _____________ and myself.

I have made my decision to pursue another career opportunity which is more in line with

my personal & professional goals.

I wish you and ___________ the very best for a successful future. Thanks for your support .   I  will do everything possible to complete all work assigned to me during my 

last two weeks.

Thank you again for the opportunity to work at ______________.

Sincerely,

CC: Personnel

