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__________________________________________ [Today’s Date] 

__________________________________________ [Supervisor/Manager’s Name, Position] 

__________________________________________ [Company Name] 

__________________________________________ [Company Address: Street or PO Box] 

__________________________________________ [Company Address: City, State, Zip] 

 

 

Dear _________________________ [Supervisor’s Name] 

It has been an honor and pleasure to work with you these ____________________________ 

[how many years or months]. Unfortunately, my time here has come to an end as I have 

accepted the _________________________________________ [title of new job] position at  

_______________________________ [name of new company]. Please consider this my 

resignation from _______________________________________ [current company] effective 

___________________________ [last day on the job].  

I am grateful for the opportunities this job has afforded me and appreciate the support you 

have provided. During my time here, I have honed ______________________________ 

___________________________________________________________ [insert type of skill] 

skill which will help me further my personal and professional goals as I begin this new 

endeavor. My time here has been marked by great experiences and wonderful people, and I 

will miss working with you all.  

I would like to make my departure as smooth a transition as possible, so please let me know 

how I can help. I am happy to assist in the search for and/or train my replacement if that will 

make the change easier for you and the team. Please let me know.  

Sincerely, 

 

________________________________ [Your Name]  
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Quit Your Job Gracefully With This Resignation Letter Template 

Regardless of the circumstances of your departure, you should always try to leave a job 

gracefully, something that can be accomplished using this resignation letter template and these 

six tips. Former employers serve as a source of reference for future employers to know whether 

you produce quality work and improve the work environment. None of the work you do 

matters, however, if you leave poorly.  

Six Ways to Resign and Leave Well 

1) Give ample notice. Unless there are safety concerns, mental or physical, the best 

way to ensure that you leave an employer on good terms is to give them ample notice. 

For some jobs, two weeks, the minimum considered a professional courtesy, should be 

enough time. However, in some cases, it may be prudent to give significantly more 

time in your notice. Typically, the greater responsibility you bear in a company, the 

more notice you ought to give to an employer. This is to demonstrate that their success 

is important to you.  

 

One caveat to consider: if you’re leaving a post because the environment is toxic, there 

is a chance they may decide to end your employment immediately. Consider how 

they’ve treated other departures and how they’ve treated you before giving extended 

notice. 

 

2) Write an excellent letter of resignation. You want to leave an impression that is 

professional, kind, and honest so that your employer will only remember you well. Your 

letter of resignation is a perfect way to communicate praise and thanks as well as hope 

for your future and theirs. Don’t say things you don’t mean, but be sure to thank them 

for the investments they’ve made in your personal and professional development.  

 

When using the resignation letter template, be sure to personalize it and be authentic. 

In the first paragraph, tell them about the job you accepted and when you’ll be leaving. 

Be sure to give a final day, or offer to find a final day that will work for all parties. 

Utilize the second paragraph to tailor to the experience you’ve had and all that you 

appreciate.  

 

3) Tie up loose ends. There is never a good time to leave, and often there are projects 

underway that would be hard to jump into without having been “in” at the beginning. 
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Do your boss and the next employee a favor and tie up as many of those loose ends 

as time allows. Finish incomplete projects, or write great transition notes that will help 

the next person see them to completion.  

 

Leave the employer and the next employee detailed notes on all that your role entails. 

Sometimes, even the employer may be unaware of everything that you do. Include key 

contacts, key deadlines, and anything you wish you’d known when you started the job. 

Your employer will see that as a classy move, and the person who comes behind you 

will be ready to succeed.  

 

4) Offer to help in the transition. If time allows, offer to help interview and/or train 

the next person in the job. If appropriate, offer suggestions of current employees who 

might be a good fit for the role. The employer may turn down the offer, but do not 

take it personally. They may want to change the role, and it would not make sense for 

you to help.  

 

5) Tidy up your office. This often goes overlooked, but do not leave your office looking 

trashed. Clean the desk, the keyboard, the computer screen, and empty cabinets of 

things that are unnecessary for the next person. Organize and clearly label files that 

will be important to the next employee so that they are accessible and easy to find. 

(This includes computer files!) Depending on how long you’ve been in the same 

workspace, it may be necessary to clean the walls or windows. This communicates 

excellence and goodwill to your now former employer.  

 

6) Don’t be a jerk. Perhaps your departure is not amicable, or maybe it was a lousy 

place to work. Whatever the reason for your leaving, do not be tempted to be a jerk 

in your letter of resignation or in how you decide to leave. Make them miss you by 

taking the high road out so that whatever already transpired, they cannot speak poorly 

about your departure.  

Of the steps mentioned above, writing a letter of resignation may seem the most daunting. As 

you use this letter of resignation template, it should sound like you and be as professional but 

personal as possible. The best way to construct your letter is to consider what you might say 

in person and use those words to make it ring true. When you leave on good terms, with an 

excellent letter of resignation, you leave the door open to good professional relationships and 

great future references. 


