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Sophia Ramirez
1248 Maplewood Drive
Austin, TX 73301
sophia.ramirez@email.com
(512) 482-9932
May 10, 2055
Mr. Jonathan Blake
Orion Innovations, Inc.
7800 Techline Avenue
Austin, TX 73301
Subject: Resignation Letter
Dear Mr. Blake,
I am writing to formally resign from my position as Marketing Coordinator at Orion Innovations, Inc., effective May 24, 2055.
This was a difficult decision, as I have truly appreciated the opportunity to grow and learn with such a talented and forward-thinking team. Over the past four years, I’ve developed invaluable skills in digital strategy and campaign management that have shaped my professional journey.
To ensure a seamless transition, I will complete all ongoing projects and assist in training my replacement before my departure. Please let me know how else I can help during this period.
Thank you again for your support and leadership. I wish Orion Innovations continued success and growth in the years ahead.
Sincerely,
Sophia Ramirez
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[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Supervisor’s Name]
[Company Name]
[Company Address]
[City, State, ZIP Code]
Subject: Resignation Letter
Dear [Supervisor’s Name],
I am writing to formally resign from my position as [Your Position] at [Company Name], effective [Last Working Day, typically two weeks from the date of this letter].
This decision was not made lightly, as I have greatly valued the opportunities for growth and the experience I have gained while working at [Company Name]. I appreciate the support, guidance, and collaboration I have received from you and my colleagues during my time here.
To ensure a smooth transition, I am committed to completing my current tasks and will gladly assist in training my replacement or handing over responsibilities as needed.
Thank you once again for the opportunity to be part of [Company Name]. I wish the company continued success in all its future endeavors.
Sincerely,
[Your Name] 


Employment Resignation Letter
[Your Name] [Your Phone Number] [Your Personal Email Address] [Your LinkedIn Profile - Optional]
Date: [Current Date, 2026]
To: [Manager's Name] [Manager's Job Title] [Company Name]
RE: RESIGNATION – [YOUR NAME]
Dear [Manager's Name],
Please accept this letter as formal notification that I am resigning from my position as [Your Job Title] at [Company Name]. My last day of employment will be [Your Last Working Day, e.g., Friday, March 14, 2026].
1. Gratitude for the Opportunity I want to express my sincere thanks for the opportunity to have worked with [Company Name] for the past [Number] years/months. I have truly valued my time here and am particularly grateful for [mention a specific highlight, e.g., the chance to lead the Alpha Project / the mentorship I received from the senior team]. These experiences have been instrumental in my professional growth.
2. Commitment to a Smooth Transition During my final weeks, I am fully committed to ensuring a seamless handoff of my responsibilities. To assist with the transition, I plan to:
· Complete all outstanding tasks regarding [Specific Project A].
· Update documentation and standard operating procedures for [Specific Task B].
· Assist in training my replacement or briefing my colleagues on my current workflow.
3. Moving Forward While I am excited about the next chapter of my career, I will miss working with the talented team here. I wish [Company Name] nothing but continued success in the future.
Please let me know the next steps regarding the offboarding process and if there are any specific areas you would like me to prioritize before my departure.
Sincerely,
(Signature)
[Your Printed Name]
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