[Your Name]
[Your Address]
[Your Phone Number]
[Your Email]
[Today's Date]
[Manager's Name]
[Manager's Job Title]
[Company/Business Name]
[Business Address]
Re: Resignation from [Your Position]
Dear [Manager's Name],
I am writing to formally notify you of my resignation from my position as [Your Position] at [Company Name]. My last day of work will be [Date], providing [number] weeks' notice as required.
[Optional: Brief reason for leaving - e.g., 'I have accepted a position that aligns more closely with my career goals' or 'I need to focus on my final year of studies' or simply remove this paragraph if you prefer not to give a reason.]
I would like to thank you for the opportunity to work at [Company Name]. I have valued the experience and skills I have gained during my time here.
I am committed to ensuring a smooth transition and am happy to assist with training my replacement or completing any outstanding tasks during my notice period.
Thank you again for the opportunity.
Yours sincerely,



[Your Name]

Important Tips:
• Check your employment contract or award for required notice period (usually 1-2 weeks for casual/part-time workers)
• Keep a copy of this letter for your records
• You can give your resignation verbally first, but always follow up in writing
• Replace all text in [square brackets] with your own information
