

Letter of Voluntary Resignation of Employment



Dear _________________________,

This letter is to confirm that on __________________, you gave notice that you were voluntarily resigning your employment with this office. You indicated that your intended last day of work will be _________________. 

You understand that you are to return all office property in your possession or control, including any keys to the office, at the end of your last day of work. Your final paycheck will be provided to you within two working days after your last workday and will include payment for any accrued but unused vacation or personal days. You may pick up this check at the office.

You also understand that all office benefits, including medical benefits, will be terminated as of the end of your last day of work. You may have the right to continue, at your own expense, your medical benefits under the federal program called COBRA. 

So that I may have a complete record I would appreciate if you would write in the space below, in your own words, the reason for your decision to leave your employment with this office (e.g., found another job for more pay, work too stressful, going back to school, etc.), then date and sign this letter and return it to me:

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________


Date: __________________ 		Signed: 


_________________________________________

