Career Advancement Resignation Letter
Leaving for a New Nursing Opportunity


Your Name: [Your Full Name]
Address: [Street Address, City, State, ZIP]
Phone: [Your Phone Number]
Email: [Your Email Address]
Nursing License #: [Optional – License Number]

Date: [Today's Date]

Manager Name: [Nurse Manager / Supervisor Name]
Department: [Department / Unit Name]
Facility: [Facility Name]
Address: [Facility Address]

Dear [Nurse Manager Name],
I am writing to resign from my position as [Job Title] at [Facility Name], effective [Last Day]. I have accepted a new position that aligns with the next step in my nursing career.
This was not an easy decision. The experience I gained here, the skills I developed, and the colleagues I worked alongside have all contributed to who I am as a nurse today.
I am committed to a smooth and complete transition before [Last Day]. I will prioritize patient handoffs, documentation, and any scheduling support the team needs during this period.
I hope our paths cross again in this field, and I am grateful for everything this role gave me.

Sincerely,

[Your Full Name]
Nursing License #: [Optional]
Phone: [Phone Number]
Email: [Email Address]

How to Use This Template
• You do not need to name your new employer in the letter.
• Keep the tone positive — this protects your professional references.
• Mention your specific commitment to transition work to leave a strong final impression.
• Send this letter as soon as you accept your new offer, not on your last week.
• Follow up with HR separately to confirm benefits, final pay dates, and offboarding steps.
