Resignation letter templates for Canada
Replace the text in brackets, date the letter, sign it and keep a copy. Free templates from Lexstart: https://lexstart.ca/en/blog/resignation-letter-example-canada
General information current as of 2026. It does not replace legal advice tailored to your situation.
Short resignation letter
[Date]
Dear [manager's name],
Please accept this letter as notice of my resignation from my position as [job title] at [company name]. My last working day will be [exact date].
Thank you for the opportunity to work with the team.
Sincerely,
[Signature]
[Full name]


Simple resignation letter template with notice
[City], [date]
Subject: Resignation
[Manager's name],
I am writing to inform you of my resignation from the position of [job title]. My last working day will be [exact date of last day].
Until then, I will complete my open files and help hand over to whoever takes on the role.
Thank you for the trust placed in me during my [duration] at [company name].
Sincerely,
[Signature]
[Full name]


Resignation letter template without notice
[City], [date]
Subject: Resignation
[Manager's name],
I am informing you of my resignation from the position of [job title], effective [date]. Personal circumstances prevent me from offering a notice period.
Thank you for the experience gained at [company name].
Sincerely,
[Signature]
[Full name]


Resignation letter for personal reasons
[City], [date]
Subject: Resignation
[Manager's name],
For personal reasons, I am leaving my position of [job title]. My last working day will be [exact date of last day].
I remain available until then to ensure an orderly handover of my files.
Thank you for your understanding.
[Signature]
[Full name]


Resignation email template
Subject: Resignation of [your full name]
Hello [first name],
I am confirming my resignation from the position of [job title]. My last working day will be [exact date of last day].
I will send you a status update on my open files by the end of the week and remain available for the handover.
Thank you for these [duration] at [company name].
[Your full name]
[Personal contact details]


Sample: leaving for a new job
[City], [date]
Subject: Resignation
Dear [manager's name],
I am writing to let you know that I am resigning from my position as [job title]. I have accepted a position that fits the next step in my career. My last working day will be [exact date of last day].
Over the coming weeks, I will finish my current files and prepare handover notes for my replacement.
Thank you for your support during my time at [company name].
Sincerely,
[Signature]
[Full name]




