Resignation Email
TO: HR@company.com
CC: Manager@company.com
Subject: Notice of Resignation
Dear <HR>,
Please accept this email as official resignation from the post of <your designation> effective from <date of your resignation, usually current date>. I will serve a notice period of <days> days and my last day at <company name> will be <date of last day>.
During my notice period, I am willing to help you and my team for a smooth and seamless handover of my assignments. This also includes assistance in hiring and training my replacement.
Please let me know anything specific you would want me to do.
Please send written acceptance of my resignation email for my record.
Thanking You
<Your Name>
