Short Notice Resignation Letter
For Personal or Emergency Circumstances


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 submit my resignation from my role as [Job Title] at [Facility Name], effective [Last Day].
Due to [personal / family / health circumstances], I am unable to provide the standard notice period. I sincerely apologize for any disruption this may cause to the team and to our patients.
I will complete all patient handoffs and documentation before my final day. Please let me know how I can best support the transition in the time available.
I am grateful for every opportunity this role provided, and I appreciate your understanding during this difficult time.

Sincerely,

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

How to Use This Template
• Replace [personal / family / health circumstances] with a brief, neutral description.
• You do not need to over-explain — one sentence is enough.
• Offer to help transition work even if your notice is just a few days.
• Apologize sincerely but keep the tone professional, not overly emotional.
• Confirm your last day clearly so there is no room for misunderstanding.
