

1-Month Notice Resignation Letter 

[Your Name]
[Your Address]
[City, State, Zip Code]
[Your Email Address]
[Today's Date]

Dear [Recipient's Name],

I am writing to formally resign from my position as [Your Position] at [Company Name], effective in one month from the date of this letter. My last working day will be [Last Working Day], which provides ample time for me to wrap up my current projects and assist with a smooth transition.

This decision was not made lightly, as I have greatly enjoyed my time at [Company Name]. However, due to personal reasons, I find it necessary to take this step at this point in my career. I am grateful for the opportunities I have had here and the experiences I have gained as a part of the [Company Name] team.

During my notice period, I am committed to ensuring that my ongoing projects are completed or handed over to a colleague. I will also be available to assist with the training or transition of my replacement, if needed. Please let me know if there are any specific tasks or responsibilities you would like me to focus on during this time.

I appreciate the support and guidance I have received from you and the entire team. It has been a privilege to work with such a talented and dedicated group of professionals.

I would like to express my gratitude for the opportunities I have been given at [Company Name] and thank you for your understanding regarding my decision.

Please feel free to reach out to me via email at [Your Email Address] or by phone at [Your Phone Number] if there are any matters that need to be addressed during my notice period or after I leave.

I wish the company continued success and growth in the future. Thank you once again for the support and guidance I have received during my tenure at [Company Name].

Sincerely,

[Your Name]

---
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[Your Name]

 

[Your Address]

 

[City, State, Zip Code]

 

[Your Email Address]

 

[Today's Date]

 

 

Dear [Recipient's Name],

 

 

I am writing to formally resign from my position as [Your Position] at [Company Name], effective in one 

month from the date of this letter. My last working day will be [Last Working Day], which provides 

ample time for me to wrap up my current projects and 

assist with a smooth transition.

 

 

This decision was not made lightly, as I have greatly enjoyed my time at [Company Name]. However, due 

to personal reasons, I find it necessary to take this step at this point in my career. I am grateful for the 

opportuniti

es I have had here and the experiences I have gained as a part of the [Company Name] team.

 

 

During my notice period, I am committed to ensuring that my ongoing projects are completed or handed 

over to a colleague. I will also be available to assist with th

e training or transition of my replacement, if 

needed. Please let me know if there are any specific tasks or responsibilities you would like me to focus 

on during this time.

 

 

I appreciate the support and guidance I have received from you and the entire tea

m. It has been a 

privilege to work with such a talented and dedicated group of professionals.

 

 

I would like to express my gratitude for the opportunities I have been given at [Company Name] and 

thank you for your understanding regarding my decision.

 

 

Pleas

e feel free to reach out to me via email at [Your Email Address] or by phone at [Your Phone 

Number] if there are any matters that need to be addressed during my notice period or after I leave.

 

 

I wish the company continued success and growth in the future.

 

Thank you once again for the support 

and guidance I have received during my tenure at [Company Name].

 

 

Sincerely,

 

 

[Your Name]

 

 

---

 

 

Note: Be sure to adapt this letter to your specific situation, including the company's policies and your 

employment terms.

 

