Template 5  |  Long-Term Employee Resignation Letter
For employees with 3+ years at the company


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

TIP: This template includes space to acknowledge the relationship you've built. Keep it warm but professional. Stay positive without over-explaining your decision to leave.

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]. After [X years] with the company, my last day will be [Date — two weeks from today's date].

This was not an easy decision. The time I have spent here has shaped a great deal of who I am professionally. I want to especially acknowledge [one specific person, team, or experience that meant something to you]. The opportunities I was given here, particularly [a project, a responsibility, or a skill you developed], are things I will carry forward.

I am fully committed to making this transition as smooth as possible. I will spend my remaining time completing outstanding projects, thoroughly documenting my processes, and training or briefing whoever takes over my responsibilities.

Thank you for the years of opportunity, trust, and professional growth. I hope to stay connected and wish everyone at [Company Name] continued success.

CLOSING
With gratitude,

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