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RESIGNATION LETTER TEMPLATE
A practical guide for resigning professionally after accepting a new role
	



	How to use this resource
Choose the format that fits your situation, replace the bracketed placeholders, and keep the message clear, respectful, and brief. You do not need to explain every reason you are leaving.



Before You Send It
Confirm your new offer is signed and finalized before resigning.
Check your employment agreement or company policy for notice requirements.
Resign directly to your manager first where possible, then follow up in writing.
Keep the tone professional. Avoid complaints, long explanations, or negotiation details.
Confirm your final working date and offer to help with a reasonable transition.
	Simple rule
The best resignation letters are short, professional, and leave the relationship intact.



1. Standard Resignation Letter
Use this when you want a formal letter or PDF attachment.
Copy and Paste Template
	[Your Name]
[Your Address - optional]
[City, Province, Postal Code - optional]
[Email Address - optional]
[Phone Number - optional]

[Date]

[Manager Name]
[Company Name]
[Company Address - optional]

Dear [Manager Name],

Please accept this letter as formal notice of my resignation from my position as [Job Title] with [Company Name]. My final working day will be [Final Working Date].

I appreciate the opportunities I have had during my time with the company and the experience I have gained while working with the team.

I will do my best to support a smooth transition during my notice period. Please let me know how I can help with handover items, documentation, or other transition details before my final day.

Thank you again for the opportunity. I wish you and the team continued success.

Sincerely,

[Your Name]




2. Short Email Version
Use this if your company prefers email or if you have already spoken to your manager.
Copy and Paste Email
	Subject: Resignation - [Your Name]

Hi [Manager Name],

As discussed, I am writing to formally resign from my position as [Job Title] with [Company Name]. My final working day will be [Final Working Date].

Thank you for the opportunities and experience I have gained during my time here. I will do my best to support a smooth transition before my final day.

Please let me know the next steps for the transition process.

Thank you,
[Your Name]



3. If You Are Asked Why You Are Leaving
You can stay polite without overexplaining. Keep the message neutral and future-focused.
I have decided to accept another opportunity that aligns with my next career step.
I am grateful for my time here, but I believe this is the right move for me at this stage.
I would prefer to keep the details private, but I appreciate everything I have learned here.

4. Counteroffer Caution Note
	Think carefully before accepting a counteroffer
A counteroffer can feel flattering, but it does not always solve the reasons you started looking in the first place. Before accepting one, consider whether the role, culture, workload, manager relationship, career path, and long-term fit have genuinely changed - not just the compensation.



Questions to consider:
Why did it take my resignation for the company to address this?
Will the original reasons I wanted to leave still be there in three to six months?
Could accepting a counteroffer affect trust or future opportunities internally?
Does the new opportunity better support my long-term career goals?

5. Final Date and Transition Checklist
[ ] Final working date is confirmed in writing.
[ ] Notice period aligns with employment agreement or company policy.
[ ] Manager has confirmed transition priorities.
[ ] Projects, passwords, files, contacts, and open items are documented where appropriate.
[ ] Company property return process is confirmed.
[ ] Benefits, vacation pay, commissions, expenses, or final pay questions are directed to HR/payroll.
[ ] LinkedIn or reference relationships are kept professional.

Recommended Tone
	Do
Be brief, respectful, clear, and appreciative. Confirm your final date and offer reasonable transition support.
	Avoid
Do not list complaints, criticize people, debate compensation, or provide a long explanation in writing.



This template is a general guide only. Adjust it to fit your situation and employer policies.
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