Best resignation email template





Subject: Resignation - [Your name] 

Dear [Name of recipient], 
Please accept this email as my formal resignation from [Company name] from my position as a [job title], effective two weeks from today on [day of the week], [month, day, year].
I would like to thank [Company name] for providing me with the opportunity to grow and develop my career during the last X years. I wish [Company name] and its employees the best.
In the next two weeks, I will complete all of the pending tasks and, as discussed, will assist you in the process of finding someone to take over my responsibilities.
Please let me know if there are any other ways I can assist you in ensuring a smooth transition. I'm also attaching the full resignation letter as a PDF file below.
Sincerely, 
[Your name]

