[Mention the name of the sender]

[Mention the address of the sender]

[Mention the contact details]

[Mention the email address]

[Mention the date]

Subject- Blank resignation letter

[Mention the name of the recipient]

[Mention the address of the recipient]

[Mention the contact information]

Dear [Mention the name of the recipient]

| feel like | could work for this company for the rest of my life for a variety of reasons.
The outstanding leadership, opportunities for growth, candor, and consideration is
shown to each and every employee. Additionally, how each employee handles their
coworkers generally. One of the best businesses I've ever had the opportunity to
work with is this one. | don’t have a single issue, either. This was one of the hardest
choices I've ever had to make.

| am submitting my resignation as the nightly front desk receptionist, effective
[Mention the date] in this letter. | sincerely appreciate your guidance and assistance
throughout my employment with the organization.

I've gained a lot of knowledge about the company and how to interact with clients
and the general public. Working with you and the rest of the administrative team has
been a pleasure.

| appreciate all the chances you’ve given me and the encouragement I've had from
the rest of the team while | worked at Acme Software. Please don’t hesitate to ask if
there is anything | can do to help during the transition. If you have any questions, I'm
always here to help.



To be able to work throughout the day, | took similar employment with another
organization. | would be happy to help with the transition and teach a new
receptionist through my last day if that would be beneficial. Please feel free to ask
me any questions you may have.

Sincerely, | want to thank you for everything. This change has helped me develop in
SO many ways.

[Mention the name]
[Mention the profession]

[Mention the contact details].



