
Sample Resignation Letter for Higher Studies 
 
[Your Name] 
[Your Address] 
[City, State, ZIP Code] 
[Email Address] 
[Phone Number] 
[Date] 
 
[Recipient's Name] 
[Recipient's Position] 
[Company Name] 
[Company Address] 
[City, State, ZIP Code] 
 
Dear [Recipient's Name], 
 
I hope this letter finds you well. I am writing to formally tender my resignation from my position 
as [Your Position] at [Company Name], effective [Date, typically two weeks from the date of this 
letter]. This decision has not been an easy one, but it is driven by my strong desire to pursue 
higher studies in [Field of Study]. 
 
I would like to express my utmost gratitude for the opportunities and experiences I have had 
during my tenure at [Company Name]. The support and professional growth I have received 
have been invaluable, and I am truly grateful for the enriching experiences and relationships I 
have developed here. 
 
My decision to pursue higher studies stems from my personal and professional aspirations for 
growth and development. I believe that acquiring advanced knowledge in [Field of Study] will 
equip me with the skills needed to make a more substantial contribution to the industry. This 
endeavor reflects my dedication to continuous learning and self-improvement. 
 
During my remaining time with [Company Name], I am committed to ensuring a smooth 
transition of my responsibilities. I am more than willing to document my current tasks and 
provide any necessary information or training to facilitate a seamless handover to my successor 
or colleagues. 
 
I want to sincerely thank you, and the entire team at [Company Name], for your guidance, 
support, and camaraderie. The knowledge and experiences gained here will undoubtedly shape 
my future endeavors, and I will always cherish the memories and relationships formed during 
my time with the organization. 
 



Please accept my deepest appreciation for the opportunities provided and the trust placed in 
me. I look forward to maintaining a positive and professional relationship with [Company Name] 
even as I embark on this new chapter in my educational journey. 
 
Wishing you and the entire team continued success and growth. 
 
Yours sincerely, 
 
[Your Name] 
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