SAMPLE RESIGNATION LETTERS

Sample 1: Suited to people who have been working in their job for a long time and would like to go into more details behind their reasons for leaving.

Sample 2:  This template covers the essentials only and is more suited to people who may not be happy in the role, and are concerned they might say something that could prevent them obtaining a good reference.
Sample 3: This template can be used if you would like to request a reduction in the length of the notice period than your contract allows for. 
SAMPLE 1 

[Date]

Dear [Line Manager]
Please accept this letter as notice of my resignation.
Although this has been a difficult decision to make, I have been offered an opportunity that I believe will help me reach my long-term career goals. I hope you will understand my reasons for moving on. 

As per the terms of my employment contract, I will continue to work for the company for the next [length of notice period], completing my employment on [expected last day of work]. If there are any areas in particular you would like me to focus on during my notice period, then please let me know.

I have enjoyed being a part of the team and am thankful for the opportunities you have given me during my time here. I owe a great deal to the company and wish you all the best in the future.

I hope that I can rely on you for a positive reference in future.

Yours sincerely

SAMPLE 2
[Date]

Dear [Line Manager]
Please accept this letter as notice of my resignation.
As per the terms of my employment contract, I will continue to work for the company for the next [length of notice period], completing my employment on [expected last day of work].
Yours sincerely
SAMPLE 3
[Date]

Dear [Line Manager]
Please accept this letter as notice of my resignation.

Although my employment contract states a required notice period of [length of notice period], I would like to reduce this to [ideal length of notice period], completing my employment on [expected last day of work]. 

This is due to [provide brief reason for requesting reduction] and I hope we can come to an amicable agreement to grant this request. I will do everything possible to provide a smooth handover on my current projects.

I have enjoyed being a part of the team and am thankful for the opportunities you have given me during my time here. I hope that I can rely on you for a positive reference in future.

Yours sincerely

