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Resignation Letter
Employee & Submission Details
	Employee Name
	 
	Employee ID

	Location / Store
	 
	Department

	Job Title
	 
	Date Submitted


Resignation Details
	Requested Last Working Day
	 

	Reason for Resignation
	 
 
 


Handover Plan
Briefly note the outstanding tasks, ongoing responsibilities, and who will take them over before the last working day.
	Handover Contact
	 
	Target Completion Date

	Key Tasks / Notes
	 
 
 


Acknowledgment
	Employee Signature
	Date

	 

	 


	Manager Name
	Date

	 

	 


	Manager Signature
	Approval Status
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