Template Resignation letter for Leaving Early from a Contract
Heat Recruitment recommends that you write a good resignation letter leaving on good terms with your current employer (Try to behave with compassion and humanity, even if the other side doesn't). It is important to produce a resignation letter as you hand in your verbal resignation so the process of leaving employment is professionally managed.

Organisations and individuals are liable to dispute or penalise if resignation is not handled properly; resignation letters and resignation acceptance letters are therefore vital mechanisms for handling the resignation and leaving process properly.

Additionally, by keeping resignation letters positive you avoid risk of libel or defamation, which carry potential legal liabilities for employee and employer. By leaving on good terms with your current employer you increase the likelihood of receiving a good reference and leaving the door open, as you never know what the future holds.

Below is an EARLY RELEASE LETTER TEMPLATE:
Name of Line Manager or Person in charge of Recruitment / Retention: 

Position:

Organisation Name:

Address of employer: 





Date:

Dear (line manager name – e.g. Mr Smith or first name if appropriate) 

Please accept this as formal notice of my resignation from the position of (your job title and site/department/division as applicable), with effect from (normally date of the letter or receipt of letter - check your contract - if in doubt refer to date of letter).

I realise that my contract of employment requires me to work until (date that your employment ceases according to notice period, calculated from your stated effective date of resignation), however I'd be grateful to be released earlier on (date that you actually need to leave), and will assume that this is acceptable unless you inform me to the contrary. 

(This part is optional) While I believe that I am moving for good reasons, I am sorry to leave, and I thank you for your support during my time with the Company, which I have found enjoyable and fulfilling. 

(Add if applicable) Please let me know the arrangements for handing back equipment, Company car, etc, and handing over outstanding work and responsibilities. 

Yours sincerely 
