


Voluntary Termination Letter


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

[Date]

[Recipient's Name]
[Company/Organization Name]
[Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing this letter to formally announce my voluntary termination from my position as [Your Position] at [Company/Organization Name]. This decision has not been made lightly and comes after careful consideration of my personal and professional goals.


My last day of employment will be [Last Working Day], providing the requisite notice period as outlined in my employment contract. During this time, I am committed to ensuring a smooth transition and assisting in the transfer of my duties and responsibilities to other team members, as per company procedures.

I would like to express my sincere gratitude for the opportunities I have been given during my tenure at [Company/Organization Name]. I have enjoyed working with a team of dedicated professionals and have learned valuable lessons that will undoubtedly contribute to my growth in my future endeavors.

I am confident that this decision aligns with my career goals and personal aspirations, and I believe it is the right step at this point in my life. I am proud to have been a part of [Company/Organization Name], and I will take the experiences gained here with me as I move forward in my professional journey.

I am open to participating in an exit interview or any other processes that are typically followed during an employee's departure, and I will cooperate fully to ensure a seamless transition.

[image: C:\Users\user\Dropbox\Single Fighter\Posting\templatenum.com\templatenum.png]Please feel free to reach out to me at [Your Email Address] or [Your Phone Number] if you require any further information or if there are any additional tasks I should complete during this transition period.

I extend my sincere thanks to you and the entire team for your support and guidance during my time at [Company/Organization Name].

Thank you for your understanding, and I look forward to maintaining positive relationships in the future.

Sincerely,

[Your Name]
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