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Introduction 

When one wishes to resign from a job for whatever purpose it is customary to write a letter of 

resignation to the organization. The letter usually states a reason for the resignation, and is an 

amicable way to depart and maintain cordial relations. 

Sample Official Resignation Letter Tips 

These are some useful tips: 

• Always mention the date of joining the organization and the period of your service 

• Maintain a formal tone throughout the letter 

• Reason for resignation should be mentioned clearly but briefly 

• When possible mention a period of notice, and serve it 

• Keep it short, simple and avoid typos and grammatical errors 
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Sample Sample Official Resignation Letter 

From: 

Charlene Summers 

Designation 

Address 1 

Address 2 

City 

Email/ Phone 

Date --------- (Date of writing the letter) 

To, 

Wilma Winthrop 

Designation 

Adress 1 

Address 2 

City 

Dear  Ms Winthrop, 

    I am writing to inform you of my decision to resign from my position as Sales Manager (Eastern 

Region), which I held in your company Darwin Pharma from 14th July 2008 , for a period of 5 years 

and 2 months. 

Please consider this as a one-month notice for resignation, effective from today. My last day in the 

company will be 28th October 2013. 

I am pleased to inform you that I have been offered  the position of Vice President of Sales in another 

company which will take my career another step higher. 

It has been a pleasure to work at Darwin and I have learnt a great deal from my time here. 

I am willing to spend my last month in familiarizing my successor with the requirements of the job. 

Thanking you 

   Sincerely yours 

   Charlene Summers 



 

 

4 

 
www.letters.org Sample Official Resignation Letter 

  



 

 

5 

 
www.letters.org Sample Official Resignation Letter 

Sample Official Resignation Letter Template 

From, 

------------- 

------------- 

------------- 

Date --------- (Date of letter) 

To, 

---------- 

---------- 

---------- 

Dear Sir/Madam, 

  I am writing to inform you of my decision to resign from my position as ---------- (your 

post) which I held in -------------- (company name)  from --------- (date of joining) , for a period of ---------

---- (tenure of employment). 

Please consider this as a notice for resignation, effective  for -------- (notice period) from today. My last 

date in the company will be ----------( date of last working day) 

I am leaving because  I -------------- (mention reason for resignation: accepted a higher post in another 

company/relocating/changing your field/going for further education) 

It has been a pleasure to work at --------- (your company name) and I have learnt a great deal from my 

time here. 
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I am willing to spend ----------- (number of days/months)  in familiarizing my successor with the 

requirements of the job. 

Thanking you 

Yours truly 

Signature and name 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


