Date: / /
To: [Manager’s Name]
Position: [Manager’s Position]
Company/Organization: [Company Name]
Dear [Manager’s Name],
Subject: Resignation Notice
I am writing to formally submit my resignation from my position as [Your Job Title] at [Company Name], effective from [Last Working Day]. This decision comes after careful consideration, and I will comply fully with the notice period as required by company policy.
I would like to express my sincere gratitude for the support, guidance, and opportunities provided during my tenure. The experience gained has been invaluable for my professional development.
I am committed to completing all my responsibilities and ensuring a smooth handover of tasks to minimize any disruption to the workflow.
Thank you for your understanding, and I wish the organization continued success.
Sincerely,
[Your Name]
[Your Signature]
[Job Title]
[Contact Information]

