Formal resignation email template





Subject: Resignation 
Dear [Name of recipient],
Please accept this email as my resignation from my position as [position] with [Company name]. My last day of employment will be [day of the week], [month, day, year], giving two weeks' notice as required by company policy. 

I wish you and the company continued success, and thank you for your support during my time here. 

Please let me know what I can do to close out my duties and make the transition for my replacement as smooth as possible. 

I have attached a full resignation letter in PDF format for your records.

Sincerely, 
[Your name]

