Resignation Effective (Date) —Your Name

Dear Mr./Ms./Sir/Madam/Dr.

I write this letter to inform you that I intend to step down from my current position with your organization. My last day of work for your company shall be in three weeks.
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My resignation has been arrived at after careful thoughts, prayers, and consideration. It was further occasioned by the need to pursue my lifelong goals, passions, dreams, and ambitions.

I am truly grateful for the opportunities and challenges you have accorded me in your organization. I must also add that I am indeed quite sad to have to leave your organization as the times I have enjoyed here are truly memorable. The skills you have inculcated on me are truly cherished.

Kindly let me know how I may aid with the transition. I will be more than willing and ready to offer any assistance if need be.

As a last request, kindly let me know when exactly I shall receive my last paycheck. If possible, schedule a meeting to work out those details.

Thank you,
Your Name

