SHORT RESIGNATION LETTER

Sender Information:

Full Name:

Position/Title:

Department (if applicable):

Recipient I nformation:
Full Name:
Position/Title:

Company Name;

Effective Date of Resignation:

Dear [Recipient's Name],
Please accept this letter as my formal resignation from my position at [Company Name]. | hereby resign from all duties
and responsibilities effective as of the date stated above. | appreciate the opportunities for professional devel opment that

| have been given during my time here.

| am committed to assisting in the transition of my responsibilities to minimize disruption. Please inform me of any

specific steps you would like me to take during this period.
Thank you for the support and guidance during my tenure with the company. | wish the organization continued success

in all future endeavors.

Sincerely,

Signature: Date:

Printed Name:

This letter and its contents are confidential and intended solely for the recipient. Unauthorized use, disclosure, or copying of this letter is prohibited and may be unlawful.



Original source of this document:

https://letter247-us.com/short-resignation-letter/

Did you find this template helpful?
Find more updated templates at:

https://letter247-us.com/

View more templates

This template is intended exclusively for personal, non-commercial use.
If distributed or published, the source must be mentioned.

This template is provided for guidance only and does not constitute legal advice.
It is recommended to consult a legal professional for each specific case.
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