RESIGNATION LETTER
To:  Board of Directors of .......................................................
            Human Resources Department
            Direct Manager: ............................................................
Full Name:  ................................................................................
Position:  ..................................................................................
Department:  ..............................................................................
I am writing this letter to formally submit my resignation from my position at the Company, effective from ....../....../...........
Reason for resignation:  ..........................................................
I sincerely appreciate the valuable opportunities, guidance and support that the Company has provided throughout my employment. Working here has allowed me to gain meaningful experience and develop both professionally and personally.
During my notice period, I will fulfill all assigned responsibilities and ensure a complete handover of my work, documents and any Company property to the designated person, helping to ensure a smooth transition.
I kindly request the Company's approval of my resignation and assistance in completing the necessary resignation procedures.
Thank you once again for your trust, support and the opportunity to be part of the Company. I wish the Company continued success in the future.
Sincerely,
Date: ...... / ...... / ......
Signature
(Full Name)
......................................
