B CAREER TRANSITION KIT

Resignation letter templates

Name Date

Replace the bracketed text.

Problem Answer Problem Answer
1. Formal 3. Brief

2. Warm and grateful 4. Immediate

Notes
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B CAREER TRANSITION KIT

Answer key — Resignation letter templates

# Problem Answer

1 Formal resignation from my position as [title]at =~
fcumpaiENy AN drkaYs Bl WAThECRIaE)S

2 Warm and grateful from my role as [title]. This was not an easy

3 Brief PRAOHCcept this letter as formal notice of my
resignation. My last working day will be [date]...

. Please accept this letter as notice of my
4 Immediate

resignation, effective immediately...

Notes
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