
Jane Doe 
Resignation Letter 
New York, NY  |  (555) 123-4567  |  jane.doe@email.com 

October 8, 2026 

Alex Morgan 
Head of Marketing 
Brightline Software 
200 Park Avenue, New York, NY 10166 

Subject: Resignation – Jane Doe 

Dear Alex, 

Please accept this letter as formal notice of my resignation from my position as Marketing Manager at 

Brightline Software. My last day of work will be Thursday, October 22, 2026, two weeks from today. 

Thank you for the opportunities you've given me over the past four years. I've learned a great deal from 

leading the content team and working with you on our product launches, and I'm grateful for your support 

and guidance. 

I want to make the transition as smooth as possible. Over the next two weeks I'll finish the Q4 campaign 

plan, document our content calendar and processes, and hand over my open projects to the team. I'm 

also happy to help train my replacement. 

Please let me know what else I can do to help during this time. I wish you and the whole team continued 

success, and I hope we stay in touch. 

Sincerely, 

Jane Doe 
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