


Full Time to Part Time Resignation Letter


[Your Name]
[Your Address]
 [Your Email Address]

[Today's Date]

[Supervisor's Name]
[Company Name]
[Company Address]
Dear [Supervisor's Name],

I hope this letter finds you well. I am writing to formally submit my resignation from my full-time position as [Your Current Position] at [Company Name] with a heavy heart. I have thoroughly enjoyed my time here and am grateful for the opportunities and experiences I have gained.

After careful consideration and much reflection, I have decided to make a significant change in my work-life balance. As such, I am requesting a transition from my full-time role to a part-time position at [Company Name]. This decision is driven by personal circumstances that require me to adapt my schedule.

My last day as a full-time employee will be [Last Working Day], and I intend to begin my part-time position starting on [Start Date of Part-Time Role]. I am fully committed to ensuring a smooth transition during this time. I will work closely with my colleagues to complete any ongoing projects and provide training and support for the team to manage my responsibilities effectively.

I want to express my gratitude to you and the entire team at [Company Name]. I have enjoyed working with each of you and have learned a great deal during my tenure here. I look forward to continuing my contribution in a part-time capacity and maintaining the strong working relationships I have built.

Please let me know if there are specific procedures or requirements for this transition. I am more than willing to cooperate and facilitate the process as seamlessly as possible.

Thank you for your understanding and support in this matter. I hope to continue being an asset to [Company Name] in my new role and look forward to the opportunities it will bring.

Sincerely,
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