[Your full name]
[Your address or email]
[Date notice is given, e.g. 21 October 2026]
[Manager's name]
[Job title]
[Company name]
Re: Resignation — [Your name], [Your job title]
Dear [Manager's name],
Please accept this letter as formal notice of my resignation from my position as [job title] at [company name].
In line with the [award / enterprise agreement / my employment contract], I am giving [number] weeks' notice. My last day of work will be [day, date].
Before I leave I will [hand over current work / document my processes / train my replacement]. Please let me know how I can best help during the notice period.
I would appreciate confirmation of my final pay, including any accrued annual leave owing, and a statement of service if available.
Thank you for the opportunity to work at [company name]. [Optional: one sincere sentence about what you valued.]
Yours sincerely,

[Signature]
[Your full name]
Tip: check your award or contract for the exact notice period before you send this. Template from jobsinperth.com.au




