Reference No:

Date :



To
HR Manager
XXXXX Limited


Dear Sir/Madam,

During Last Six Months, I was in the process of considering my present job in relation to my life goals and career aspirations. After careful consideration, I have decided to accept a position in a company that will help me achieve these goals.

So I am formally communicating to you my decision to resign my employment with the company with effect from………….

I take this opportunity to thank you and all my colleagues for their co-operation with me and their goodwill towards me during the whole tenure of my service. Let me also assure you that my decision to join another organization is no reflection on my attitude towards you. I enjoyed working with you, and look forward to maintaining my relations with you on a personal level.

I request you to consider waiving the one month notice. My entitlements from the accounts department of the company may please be settled.

Best wishes to you

Sincerely

Name of the employee
