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Example of a 2 week resignation letter

2 Week Notice Letter Examples: When leaving a job, providing a professional and courteous two-week notice is crucial. A well-crafted resignation letter helps maintain a positive relationship with your employer, ensures a smooth transition, and preserves your professional reputation. This article will guide you through the best two-week notice letter
format, provide examples, and share a sample template to help you get started.A two-week notice letter is more than a formal resignation. It reflects your professionalism, respect for company policies, and your intention to leave on good terms. This letter allows your employer time to find a replacement or redistribute your responsibilities. It also
ensures that you leave your current role while keeping future references intact.Using a proper format for your resignation letter ensures clarity and professionalism. Below is a breakdown of what a formal two-week notice letter should include:1. Header: Include your name, address, phone number, and email at the top.2. Date: Add the current date
beneath your contact information.3. Employer’s Details: Write the recipient’s name, their title, and the company name.4. Opening Salutation: Use a polite greeting, such as “Dear [Manager’s Name].”5. Statement of Resignation: Clearly state your intention to resign and include your last working day.6. Reason for Leaving (Optional): Briefly mention
your reason, but keep it professional.7. Appreciation: Express gratitude for the opportunity to work at the company.8. Transition Offer: Mention your willingness to assist in the transition.9. Closing Statement: End on a positive note, expressing good wishes for the company’s future.10. Signature: Use “Sincerely” or “Best regards,” followed by your
name.[Your Name][Your Address][Your Phone Number][Your Email Address][Date][Manager’s Name][Company Name][Company Address]Dear [Manager’s Name],I am writing to formally resign from my position at [Company Name], effective two weeks from today, [Last Working Date].Working at [Company Name] has been an incredible experience. I
am grateful for the support, mentorship, and opportunities provided during my time here.To ensure a seamless transition, I am happy to assist in training my replacement or wrapping up any pending projects. Please let me know how I can help during this period.Thank you once again for the opportunity to be a part of [Company Name]. I wish the
team continued success in all endeavors.Sincerely,[Your Full Name]For those who prefer email, here’s a professional two-week notice email template:Subject: Notice of Resignation - [Your Name]Dear [Manager’s Name],Please accept this email as my formal notice of resignation from [Company Name], effective [Last Working Date]. I deeply
appreciate the opportunities I've had to grow professionally during my time here.l am committed to assisting with the transition process and will ensure that all my current tasks are handed over smoothly. Please feel free to let me know if there are additional ways I can contribute during my notice period.Thank you for your support and guidance. I
hope to stay in touch, and I wish the team continued success.Best regards,[Your Full Name]Explore thoughtful and professional reasons for submitting a two-week notice letter, ensuring a smooth transition and maintaining positive relationships during your resignation process.Pursuing a New Job OpportunityCareer Advancement or GrowthRelocation
to a New CityReturning to School or Furthering EducationHealth or Personal ReasonsStarting Your Own BusinessWork-Life Balance ImprovementsChange in Career Path or IndustryFamily Commitments or CaregivingDissatisfaction with Current Role or Workplace Culturel. Pursuing a New Job OpportunityDear [Manager’s Name],I am writing to
formally resign from my position, effective [Last Working Day]. I have accepted a new opportunity that aligns with my long-term career goals. This decision was not made lightly, as I truly value the experiences and growth I've gained here. I am committed to making the transition seamless and am happy to assist in training my replacement. Thank you
for your guidance and support during my time here.2. Career Advancement or GrowthDear [Manager’s Name],Please accept this letter as my two-week notice of resignation. I've decided to take on a new role that offers greater opportunities for career growth. This decision stems from my aspirations for professional development, but I remain grateful
for the skills and knowledge I've gained here. I'll ensure a smooth transition and am happy to assist in wrapping up any ongoing projects.3. Relocation to a New CityDear [Manager’s Name],I am resigning from my position effective [Last Working Day] due to my relocation to [City/State]. This move is an important step for me personally, though
leaving this role was a difficult decision. I appreciate the support and opportunities I've received here. I'm committed to completing my current tasks and assisting in any way needed during my transition period.4. Returning to School or Furthering EducationDear [Manager’s Name],I am submitting my two-week notice as I will be pursuing further
education to achieve my long-term goals. My last day will be [Last Working Day]. Working here has been an incredible experience, and I'm grateful for the opportunities and support I've had. I am available to help train a replacement or wrap up my projects.5. Health or Personal ReasonsDear [Manager’s Name],Please accept this as my two-week
notice of resignation. Due to personal health reasons, I have made the difficult decision to step down from my role. I appreciate the understanding and support I've received here and will ensure a smooth handover of my responsibilities before my last day on [Last Working Day].6. Starting Your Own BusinessDear [Manager’s Name],I am writing to
inform you of my resignation, effective [Last Working Day], as I've decided to pursue my dream of starting my own business. This was a challenging decision because of the positive work environment here. I'll work diligently over the next two weeks to ensure a smooth transition and assist in training my replacement.7. Work-Life Balance
ImprovementsDear [Manager’s Name],I am resigning from my position, effective [Last Working Day], as I've decided to focus on improving my work-life balance. This was not an easy choice, as I've greatly enjoyed my time here. I'm committed to wrapping up my tasks and ensuring a seamless handover.8. Change in Career Path or IndustryDear
[Manager’s Name],This letter serves as my formal two-week notice of resignation. After much consideration, I've decided to pursue a career path in [Industry/Field]. I am incredibly thankful for the experiences I've gained here and will work to ensure a smooth transition during my remaining time.9. Family Commitments or CaregivingDear [Manager’s
Name],I am writing to resign from my position, effective [Last Working Day], as I need to dedicate more time to family commitments. This decision was difficult, as I’ve greatly valued my role here. I'll ensure all tasks are completed and assist in training my successor during this time.10. Dissatisfaction with Current Role or Workplace CultureDear
[Manager’s Name],Please accept my resignation, effective [Last Working Day]. After careful thought, I've realized this role no longer aligns with my career aspirations. I am grateful for the experiences and relationships I've built here. I'll ensure all ongoing responsibilities are addressed and assist in any way needed during this transition.Writing a
professional two-week notice letter is an essential part of leaving your job on good terms. Here are some key tips to craft a respectful and effective resignation letter:1. Use a Professional FormatBegin with your contact information, the date, and your employer’s details.Use a formal salutation like “Dear [Manager’s Name].”2. State Your Intent
ClearlyMention your resignation upfront and include your last working day. Be concise and unambiguous.3. Express GratitudeAcknowledge the opportunities, support, or mentorship you received during your tenure.4. Offer Assistance with TransitionInclude a willingness to help with training your replacement or completing pending tasks.5. Keep It
PositiveAvoid mentioning negative reasons for your departure. Stay professional and appreciative.6. Be ConciseKeep your letter to one page. Avoid unnecessary details or excessive explanations.7. Proofread Your LetterCheck for spelling, grammar, or formatting errors to ensure your letter looks polished.8. Submit It on TimeProvide the letter at least
two weeks before your intended departure.9. Follow Company PolicyConfirm the resignation process and adhere to your employer’s guidelines.10. End with a Polite ClosingUse phrases like “Sincerely” or “Best regards,” followed by your name.By following these tips, you can create a well-structured, professional letter that leaves a positive
impression.Professionalism: A properly formatted resignation letter reflects your respect for company policies.Positive References: Leaving on good terms increases your chances of receiving favorable references in the future.Clear Communication: The letter minimizes misunderstandings about your resignation timeline and intentions.Skipping the
Letter: Failing to submit a formal letter may appear unprofessional.Being Vague: Clearly state your resignation and your last working day.Unprofessional Tone: Avoid being overly casual or including negative comments.Delaying the Submission: Provide your notice as soon as you finalize your decision.A 2 week notice letter is a formal resignation
document submitted to your employer, providing at least two weeks’ notice before your intended last working day. It helps maintain professionalism and ensures a smooth transition.A two-week notice allows your employer to plan for your departure, including finding a replacement or redistributing your responsibilities. It also ensures you leave the
company on good terms, preserving professional relationships.Your two-week notice letter should include the date, your intent to resign, your last working day, gratitude for the opportunity, and an offer to assist with the transition. Keep it professional and concise.While it’s best practice to give two weeks’ notice, certain circumstances like health
issues or unsafe work environments may prevent you from doing so. However, try to communicate your resignation professionally in these cases.Ideally, you should hand-deliver the letter to your supervisor for a personal touch. If that’s not feasible, emailing the letter is also acceptable, as long as it maintains a formal and professional tone.Crafting a
professional two-week notice letter is an essential step in resigning from a job gracefully. Using the proper format and maintaining a positive tone ensures you leave a lasting impression while safeguarding your professional relationships. By following the provided examples and templates, you can create a polished resignation letter that paves the way
for a smooth career transition. Template for an employee to use to resign and give notice. Free to use. You can copy and paste the template text into an email or document. Important: Do not use this template if you believe you have no choice but to resign. This could be because of something your employer has done, for example if you believe there
has been a serious breach of your contract. Read about notice periods in our advice below. Template [Today's date] Dear [name of manager], Please accept this as notice of my resignation from the position of [your job title] at [business or organisation name]. Since my notice period is [X weeks/months], I believe my last day will be [date]. Please let me
know if that is incorrect. [Optional] Please let me know how much accrued holiday and pay I am owed. [Optional - adapt this for your personal circumstances and relationship] Thank you for the support you have given me during my time at [business or organisation name]. Please let me know if there is anything you need from me before I leave. Yours
sincerely, [Your name] Advice on notice periods You can find out how much notice you'll need to give in our advice on notice periods. If you're resigning because you believe you have no other choice If you believe you have no choice but to resign because of something your employer has done, this can change how much notice you need to give. For
example, you might not need to give any notice if there has been a serious breach of your contract. This is a complex area of law so to find out more: read our advice on constructive dismissal contact the Acas helpline Download this template If you need this template in a different format, email digital@acas.org.uk



