
Official Corporate Resignation Notification

Subject: Official Employee Resignation Notification

Dear Colleagues,

Please be informed that [Employee Name] has tendered their resignation from [Company Name],

effective [Last Working Day]. This notice is issued to ensure a smooth transition of responsibilities

and to acknowledge [Employee Name]'s contributions during their tenure.

Kindly extend your support and best wishes as [Employee Name] moves forward in their career.

Regards,  

[Your Name]  

[Your Position]

Get more templates here: 

https://www.lettersandtemplates.com/letters/letter-to-staff-announcing-employee-resignation-departu

re-or-leaving


