


Resignation Letter from Fulltime to Part Time

[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]

[Today's Date]

Dear [Supervisor's Name],

I am writing to formally submit my resignation from my current full-time position as [Your Position] at [Company Name], effective [Last Working Day, typically two weeks from the date of this letter].

This decision was not made lightly, and I have thoroughly considered the options available to me. After careful evaluation, I have determined that a transition to a part-time role aligns better with my current circumstances and personal commitments.

I have greatly appreciated the opportunities and experiences I have gained during my time as a full-time employee at [Company Name]. The skills and knowledge I have acquired have been invaluable, and I am grateful for the support and camaraderie of my colleagues.

I am committed to ensuring a smooth transition during this period and will make every effort to complete my current projects and assist in finding a suitable replacement for my role. I am open to discussing the specifics of this transition and any additional responsibilities that may arise.

I want to express my gratitude for your understanding and support in this matter. It has been a pleasure working with you and the entire team, and I hope to maintain a positive relationship in my new capacity as a part-time employee.

Please consider this letter as my formal notice, and I look forward to discussing the details of my transition with you and the HR department.

Thank you for your understanding and assistance in this matter.

Sincerely,

[Your Name]
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