
WRITING A TWO WEEKS NOTICE LETTER

Resignation letter examples to use to give two weeks notice when resigning from employment, more sample resignation
letters, and tips on how to resign.

What is a resignation? Once, the letter is properly written, you can take a printed copy of it. In this template,
the employee needs to maintain the regular pattern of writing an ordinary resignation letter. The selection of
words, language, should be such that it highlights the cause. What is two weeks notice? That individual should
also specify the name of the company, address, which includes the city, state and the postal code. Often, the
choice of the template, resolves it. There are available, a number of templates of notice letter, online. A
manager may ask you to detail your work processes or help train somebody to handle your responsibilities.
Kim Isaacs, Monster contributor A resignation letter can smooth any wrinkles in your exit. A resignation is the
act of leaving your job. During the next two weeks, I am more than willing to help make the transition as
smooth as possible. Whatever your reason for leaving, two weeks gives an employer enough time to come up
with plans to cover your absence. This could limit your ability to use your current employer as a reference for
future jobs or risk a new employer learning about your unprofessional exit. You should include where to send
your last paycheck, and perhaps a forwarding email address for future contact. A two weeks' notice letter is
essentially the same thing as a resignation letter. Edit the samples to fit your personal circumstances. Use these
samples as templates for your own letter. Check it twice. Quitting a Job Sample resignation letter Ready to
leave your job? In this case, you should give your email a clear subject line, keep the body of your email brief
and positive, and attach your two weeks letter as an attachment. This is a courtesy to your manager that helps
avoid unexpected news and gives them additional time to prepare. Keep in mind that some companies may ask
you to leave immediately upon receipt of your letter, but the offer of the extra time to help ease the transition
is almost always the right move. Also, you need to mention the resignation date. It is important to review your
employment contract before giving notice in case your company has other guidelines around resigning. A
simple letter is ideal for situations where: You are not too familiar with your manager.


