Example Resignation Letter: 



15 January 2016
Big Boss

Dream Jobs Ltd

100 Queen Road

Anytown
Dear Mrs Boss

I wish to notify you of my intention to resign from the position of Sales Representative.  I would like my last day to be one month from today, Friday, 15th of February, 2016 as per the agreed notice period in my employment contract.

I have been offered an opportunity that was too good to refuse and is in line with where I want to take my career long term.

It is with great regret that I have to leave this company as I have gained valuable experience while working with such a professional team.   I also appreciate the personal mentoring I have received.

I assure you I will do what ever I can to ensure the transition with my replacement is as smooth as possible and would like to assist with any training required.  Please feel free to contact me any time to answer any work related questions you may have after I have finished.

Thank you for the opportunities you have provided.  I hope the company has continued success and I wish yourself and the employees all the best.

Kind regards

John Doe
Telephone:   (555) 555-3242

Email:    
johndoe@gmail.com
