[Your home address]
[Date]
 
Dear [Manager’s first name], 
 
Please accept this letter as my resignation from the position of [position name] at [organisation name]. My notice period is [insert your notice period – e.g. one month], with my final working day contractually on [date].

[I would be grateful if I can reduce this notice so that my last day is [date]. (Remove if not applicable)]
 
Thank you for the support and experiences you have provided in my time here. I am grateful for the opportunity to have worked here and the people I have been able to work with.  
 
During this period, I am more than happy to help in any way possible with the handover process, as well as provide any support during this transition.
 
I wish you and the team all the best for the future.
 
Yours sincerely, 
 
[Your name]

[Your signature]

