SHORT-NOTICE LETTER OF RESIGNATION

[Your Name]
[1234 Street Address]
[City, State, Zip]



[Today's Date]

[Company Name]
[1234 Street Address]
[City, State, Zip]

Dear [Supervisor’s Name],

I am writing to resign from my position as [Title] at [Company], with my final working day being [Last Working Day]. I recognize this is shorter than the typical notice period and appreciate your understanding.

I’ve truly valued my time at [Company] and am grateful for the opportunities to learn, contribute, and grow professionally. The support and experience I’ve gained here have meant a great deal to me.

I will do everything I can within the remaining time to complete tasks and support a smooth handover. Please let me know if there are any additional ways I can help prepare the team for my abscence.

Thank you again for your guidance and support. I wish you and the team all the best moving forward.

You can reach me at [Email Address] or [Phone Number], and I hope we can stay in touch.

Kind regards,

[Your Signature]

[Your Name]

