[Company Logo]   [Company Name]
RESIGNATION LETTER
	Date:
	[Date]

	Employee ID:
	[Employee ID]



To,
[Reporting Manager]
[Designation of Manager]
[Company Name]
[Company Address]

Cc: [HR Name], Human Resources
Subject: Resignation from the post of [Designation]
Dear [Reporting Manager],
Please accept this letter as formal notice of my resignation from the position of [Designation] in the [Department] department of [Company Name]. I joined the organisation on [Date of Joining], and after careful thought I have decided to move on to pursue [a new professional opportunity / higher studies / personal reasons].
As per the terms of my appointment, I will serve a notice period of [Notice Period], and my last working day will be [Last Working Day]. If the company agrees to an earlier release, I am open to discussing it, subject to completing my handover.
During the notice period I will:
1. Complete or hand over all pending tasks and open assignments
1. Prepare a handover note and transfer knowledge to [Successor Name / the person nominated]
1. Return all company assets, ID card, documents and access credentials
1. Complete the exit clearance process with all departments
I request you to kindly arrange my relieving letter, experience letter and full and final settlement after my last working day. My personal email for future communication is [Personal Email] and my mobile number is [Mobile Number].
I am grateful for the opportunities, guidance and support I have received during my time at [Company Name]. I have learnt a great deal and I wish the team continued success.
Thanking you,
Yours sincerely,

	______________________________
[Employee Name]
[Designation]
[Department]
Employee ID: [Employee ID]
	______________________________
Received by
[HR Name]
Date: [Date]
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