[Your full name]
[Your address] · [Phone]
Ref: Employee code [code]
Date: [Date of the letter]
[Manager's or HR contact's name]
[Designation]
[Company name], [address]
Subject: Resignation
Dear [Name],
Please accept this letter as notice of my resignation from my position as [designation] at [Company name].
My notice
	Designation
	[Designation], [Department]

	Date of joining
	[Date]

	Notice period
	[Days], as in my appointment letter

	Proposed last working day
	[Date]

	Handover
	[What you will hand over, and to whom]

	Leave balance
	[Days of earned leave left; to be encashed or adjusted, as the policy allows]

	Contact after I leave
	[Personal phone or email, for the F&F and letters]



I will complete the handover and return company property by my last working day.
Please confirm my last working day in writing, and let me know when my full and final settlement will be paid.
[Optional: one line of thanks.]
Yours sincerely,
[Your full name]
[Designation]
Received by
Resignation received on [date]. Last working day agreed: [date].
Signature: ______________________________
Name and designation: ______________________________
Date: ______________________________
