Assignment 5

The Resignation Letter

When you decide to leave your job, it is important to leave on the best note possible. By writing and turning in a letter of resignation, you will be following professional protocol. Even though everyone may already know you are planning to leave, you still need to maintain professional attitude and etiquette. Remember, your personal and professional reputation is on the line. Co-workers will remember you by the way you handle this important last impression.

This letter will be the final document in your personnel file, so resign correctly and leave the windows of opportunity open for future jobs. It will also help to maintain a good relationship with your employer and associates. 

To write a letter of resignation:

Use appropriate business letter format

Give proper notice, usually at least 2 weeks in advance of your last day

Be brief, clear, and concise

State your appreciation of the job and opportunities you held and experienced

Include some skills you learned/used while during your employment

Include positive things about the company, co-workers, and your experiences

Use good stationary

Make sure there are no spelling or grammatical errors

State the date you plan to leave

You do not have to give a reason for leaving, but include your contact information

Using what you have experienced at your present job, write a letter of resignation. Of course, you do not have to be leaving this job, this is just for practice. Choose a date that will be your “last day.” Follow the guidelines above, proofread the letter, then turn it in to your teacher. Assignment 5

The Resignation Letter

When you decide to leave your job, it is important to leave on the best note possible. By writing and turning in a letter of resignation, you will be following professional protocol. Even though everyone may already know you are planning to leave, you still need to maintain professional attitude and etiquette. Remember, your personal and professional reputation is on the line. Co-workers will remember you by the way you handle this important last impression.

This letter will be the final document in your personnel file, so resign correctly and leave the windows of opportunity open for future jobs. It will also help to maintain a good relationship with your employer and associates. 

To write a letter of resignation:

Use appropriate business letter format

Give proper notice, usually at least 2 weeks in advance of your last day

Be brief, clear, and concise

State your appreciation of the job and opportunities you held and experienced

Include some skills you learned/used while during your employment

Include positive things about the company, co-workers, and your experiences

Use good stationary

Make sure there are no spelling or grammatical errors

State the date you plan to leave

You do not have to give a reason for leaving, but include your contact information

Using what you have experienced at your present job, write a letter of resignation. Of course, you do not have to be leaving this job, this is just for practice. Choose a date that will be your “last day.” Follow the guidelines above, proofread the letter, then turn it in to your teacher.
