RESIGNATION LETTER

Standard notice resignation

[Your name] / [address]
[Date]
[Manager name] / [employer]

Dear [Manager],

Please accept this letter as notice of my resignation from my role as

[job title] at [organization]. My proposed final working day is [date],

in line with the notice period in my employment agreement.

Thank you for the opportunities and support during my employment.

I will document current work and assist with an agreed handover.

Please let me know the arrangements for returning company property.

Kind regards,

[Your name]
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