Template 2  |  Short Tenure Resignation Letter
For roles held less than 6 months


TIP: Replace all text in gray italics with your own information before sending.

TIP: Keep this letter extra brief. Shorter tenure = shorter letter. One genuine line of thanks is enough.

SENDER & DATE
Date:  [Month Day, Year]

RECIPIENT
Manager's Name:  [First Last]
Title:  [Job Title]
Company:  [Company Name]
Address:  [Street Address, City, State, ZIP]

GREETING
Dear [Manager's First Name],

BODY
I am writing to formally resign from my position as [Your Job Title] at [Company Name]. My last day will be [Date — two weeks from today's date].

Although my time here was brief, I appreciate the opportunity to have worked with the team. I am grateful for [one specific thing you learned or appreciated, even if small].

I will do everything I can to wrap up my responsibilities cleanly before my final day.

CLOSING
Thank you for the opportunity.

Sincerely,

[Your Full Name]
[Your Phone Number]
[Your Email Address]
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