Date:

To,

Subject: Resignation from the post of

Respected Sir / Madam,

I (Employee ID: ), hereby resign from the post of

in the department at . Please accept

this letter as my formal notice of resignation.

In keeping with my notice period of , my last working day will be

Before my last day, I will complete the handover of my work and return all company property in my possession.
I request you to issue my relieving letter and experience certificate, and to process my full and final settlement.

Thank you for the opportunities and support I have had at

Yours sincerely,

Employee ID:
Phone:
Email:




