
RESIGNATION LETTER
Short-notice resignation

[Your name] / [contact details]

[Date]

[Recipient] / [organization]

Dear [Recipient],

I am writing to resign from my position as [job title]. I request an

agreed final working date of [date], earlier than my usual notice date.

The reason for this request is [brief explanation, if appropriate].

I understand this date requires your agreement. Please confirm the

approved final date and any outstanding handover requirements.

I will prioritize [handover tasks] to help the team during the change.

Sincerely,

[Your name]
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