
Date: …… / …… / ……

RESIGNATION LETTER

To: ……………………………, Human Resources Department

Dear Sir/Madam,

I, ……………………………, currently holding the position of …………………… in 
the …………………… department, am writing to formally notify the Company of my 
resignation under my labour contract no. ………… signed on …… / …… / ……

Reason for resignation: ……………………………

In accordance with the notice period required by law and by my labour contract, my 
last working day will be …… / …… / ……

Until my last working day, I will continue to perform my duties and will hand over all 
work, documents, assets and equipment to the person designated by the Company.

I sincerely thank the Company and my colleagues for the support and opportunities I 
have received.

Yours faithfully,

Employee

(Signature and full name)


