
Resigning from a job is a significant step in one’s career,
and it’s essential to do so in a professional and respectful
manner. A 1-month notice resignation letter is a formal way of
informing your employer about your decision to leave, allowing
them time to prepare for your departure. Here are six letter
templates for a 1-month notice resignation, each designed for
different situations.

 

1-Month  Notice  Resignation  Letter
Template 1: Standard Resignation

Subject: Resignation Notice - [Your Full Name]

Dear [Manager’s Name],

I  am  writing  to  formally  announce  my  resignation  from  my
position as [Your Position] at [Company Name], effective one
month from today, [Your Last Day, e.g., October 30, 2021].
This decision has not been easy but is a step towards pursuing
other career opportunities.

I have thoroughly enjoyed working at [Company Name] and am
grateful for the opportunities to grow both professionally and
personally. I am particularly appreciative of [mention any
specific experiences or opportunities].

During my notice period, I am committed to ensuring a smooth
transition. I will complete all outstanding work and assist in
training my successor or transferring my responsibilities as
required.

Thank  you  for  the  support  and  the  opportunities  you  have
provided me during my time at the company.

Sincerely,

[Your Full Name]



[Your Contact Information]

 

Example for Template 1

Subject: Resignation Notice - John Doe

Dear Ms. Smith,

I  am  writing  to  formally  announce  my  resignation  from  my
position  as  Marketing  Coordinator  at  Innovatech  Solutions,
effective  one  month  from  today,  October  30,  2021.  This
decision has not been easy but is a step towards pursuing
other career opportunities.

I have thoroughly enjoyed working at Innovatech Solutions and
am grateful for the opportunities to grow both professionally
and  personally.  I  am  particularly  appreciative  of  the
mentorship  from  you  and  the  team.

During my notice period, I am committed to ensuring a smooth
transition.  I  will  complete  all  outstanding  marketing
campaigns and assist in training my successor or transferring
my responsibilities as required.

Thank  you  for  the  support  and  the  opportunities  you  have
provided me during my time at the company.

Sincerely,

John Doe
[johndoe@email.com]

 

1-Month  Notice  Resignation  Letter
Template 2: Career Change



Subject: Resignation from [Your Position] - Effective [Your
Last Day]

Dear [Manager’s Name],

I am writing to inform you of my decision to resign from my
role as [Your Position] at [Company Name], effective one month
from today, [Your Last Day]. I have decided to pursue a career
in [new career field], which has been a long-term goal of
mine.

My time at [Company Name] has been immensely fulfilling. I am
particularly thankful for the skills and experiences I have
gained,  which  I  believe  will  be  invaluable  in  my  future
endeavors.

I  assure  you  of  my  full  commitment  to  maintaining  my
responsibilities and aiding in the transition process over the
next month.

Thank you for understanding and for the opportunities I have
been given during my tenure.

Best regards,

[Your Full Name]
[Your Contact Information]

 

Example for Template 2

Subject:  Resignation  from  Graphic  Designer  -  Effective
November 30, 2021

Dear Mr. Green,

I am writing to inform you of my decision to resign from my
role as Graphic Designer at Creative Minds, effective one
month from today, November 30, 2021. I have decided to pursue
a career in education, which has been a long-term goal of



mine.

My time at Creative Minds has been immensely fulfilling. I am
particularly  thankful  for  the  creative  freedom  and
collaboration  I  experienced,  which  I  believe  will  be
invaluable  in  my  future  endeavors.

I  assure  you  of  my  full  commitment  to  maintaining  my
responsibilities and aiding in the transition process over the
next month.

Thank you for understanding and for the opportunities I have
been given during my tenure.

Best regards,

Emily Johnson
[emilyj@email.com]

 

1-Month  Notice  Resignation  Letter
Template 3: Relocation

Subject: Resignation Due to Relocation - [Your Full Name]

Dear [Manager’s Name],

I am writing to notify you of my resignation from my position
as [Your Position] at [Company Name], effective one month from
now, [Your Last Day]. This is due to my upcoming relocation to
[New  Location],  which  is  a  necessary  move  for  personal
reasons.

Working  at  [Company  Name]  has  been  a  highly  rewarding
experience, and I am grateful for the professional development
and friendships I have made here.

During my remaining time, I am committed to completing my
current projects and facilitating a seamless transition. I am



also available to help train my replacement or pass on my
responsibilities to a designated colleague.

Thank  you  for  your  understanding  and  the  exceptional
opportunity  to  be  part  of  the  [Company  Name]  team.

Sincerely,

[Your Full Name]
[Your Contact Information]

 

Example for Template 3

Subject: Resignation Due to Relocation - Jane Wilson

Dear Mr. Martinez,

I am writing to notify you of my resignation from my position
as Sales Manager at Premier Enterprises, effective one month
from  now,  December  15,  2021.  This  is  due  to  my  upcoming
relocation to Chicago, which is a necessary move for family
reasons.

Working at Premier Enterprises has been a highly rewarding
experience, and I am grateful for the professional development
and friendships I have made here.

During my remaining time, I am committed to completing my
current sales targets and facilitating a seamless transition.
I am also available to help train my replacement or pass on my
responsibilities to a designated colleague.

Thank  you  for  your  understanding  and  the  exceptional
opportunity to be part of the Premier Enterprises team.

Sincerely,

Jane Wilson
[janewilson@email.com]



 

1-Month  Notice  Resignation  Letter
Template 4: Further Education

Subject: Resignation for Further Studies - [Your Full Name]

Dear [Manager’s Name],

I am writing to inform you of my resignation from the position
of [Your Position] at [Company Name], effective one month from
today, [Your Last Day]. I have decided to further my education
and have been accepted into [Name of Educational Program or
Institution].

The  decision  to  leave  is  bittersweet,  as  my  journey  with
[Company Name] has been incredibly enriching. I have gained
valuable experiences and skills that I will carry into my
academic pursuits.

I am fully committed to ensuring a smooth transition and will
do  my  utmost  to  complete  all  pending  work  and  assist  in
handing over my duties.

Thank you for the support and opportunities provided during my
time here.

Kind regards,

[Your Full Name]
[Your Contact Information]

 

Example for Template 4

Subject: Resignation for Further Studies - Lucas Brown

Dear Ms. Patel,



I am writing to inform you of my resignation from the position
of Project Coordinator at Dynamic Solutions, effective one
month from today, January 31, 2022. I have decided to further
my education and have been accepted into the MBA program at
Stanford University.

The  decision  to  leave  is  bittersweet,  as  my  journey  with
Dynamic Solutions has been incredibly enriching. I have gained
valuable experiences and skills that I will carry into my
academic pursuits.

I am fully committed to ensuring a smooth transition and will
do my utmost to complete all pending projects and assist in
handing over my duties.

Thank you for the support and opportunities provided during my
time here.

Kind regards,

Lucas Brown
[lucasb@email.com]

 

1-Month  Notice  Resignation  Letter
Template 5: For Health Reasons

Subject: Resignation Notice - [Your Full Name]

Dear [Manager’s Name],

It is with a heavy heart that I submit my resignation from my
role as [Your Position] at [Company Name], effective one month
from this date, [Your Last Day]. Due to unforeseen health
issues, I must step down from my position to focus on my well-
being.

I have thoroughly enjoyed my time at [Company Name] and am
grateful for the support and understanding of my colleagues



and management.

I intend to use the next month to wrap up my duties and assist
in any way possible to ensure a smooth transition. I am also
willing to help train a replacement if necessary.

Thank you for your understanding and the opportunity to work
with such an outstanding team.

Sincerely,

[Your Full Name]
[Your Contact Information]

 

Example for Template 5

Subject: Resignation Notice - Michael Roberts

Dear Mrs. Lee,

It is with a heavy heart that I submit my resignation from my
role as IT Specialist at TechGlobal, effective one month from
this date, February 20, 2022. Due to unforeseen health issues,
I must step down from my position to focus on my well-being.

I  have  thoroughly  enjoyed  my  time  at  TechGlobal  and  am
grateful for the support and understanding of my colleagues
and management.

I intend to use the next month to wrap up my duties and assist
in any way possible to ensure a smooth transition. I am also
willing to help train a replacement if necessary.

Thank you for your understanding and the opportunity to work
with such an outstanding team.

Sincerely,

Michael Roberts



[michaelroberts@email.com]

 

1-Month  Notice  Resignation  Letter
Template 6: Retirement

Subject: Notice of Retirement - [Your Full Name]

Dear [Manager’s Name],

After much deliberation, I have decided to retire from my
position as [Your Position] at [Company Name], effective [Your
Last Day, a month from today]. This decision marks the end of
a fulfilling career and the beginning of a new chapter in my
life.

My  years  at  [Company  Name]  have  been  some  of  the  most
rewarding and enjoyable of my professional life. I am deeply
grateful  for  the  opportunities  I’ve  had  to  grow  and  the
wonderful colleagues I’ve worked alongside.

I am committed to making my final month as productive as
possible, including assisting in the transition process and
sharing my knowledge and experience with the team.

Thank  you  for  the  support,  encouragement,  and  memorable
experiences throughout my time at [Company Name].

Warm regards,

[Your Full Name]
[Your Contact Information]

 

Example for Template 6

Subject: Notice of Retirement - Susan Miller



Dear Mr. Thompson,

After much deliberation, I have decided to retire from my
position as Senior Accountant at FinCorp, effective April 30,
2022. This decision marks the end of a fulfilling career and
the beginning of a new chapter in my life.

My years at FinCorp have been some of the most rewarding and
enjoyable of my professional life. I am deeply grateful for
the  opportunities  I’ve  had  to  grow  and  the  wonderful
colleagues  I’ve  worked  alongside.

I am committed to making my final month as productive as
possible, including assisting in the transition process and
sharing my knowledge and experience with the team.

Thank  you  for  the  support,  encouragement,  and  memorable
experiences throughout my time at FinCorp.

Warm regards,

Susan Miller
[susanmiller@email.com]

 

Purpose of a 1-Month Notice Resignation
Letter
The  purpose  of  a  1-month  notice  resignation  letter  is  to
formally notify your employer of your intention to leave the
job while providing sufficient time for the company to manage
the transition. It allows the employer to find a replacement
or redistribute your responsibilities, thereby minimizing the
impact of your departure.

 



Key  Elements  of  a  1-Month  Notice
Resignation Letter
–  Formal  Statement  of  Resignation:  Clearly  state  your
intention  to  resign  and  the  effective  date  of  your
resignation.
–  Reason  for  Leaving:  Optionally,  provide  a  brief  and
diplomatic  reason  for  your  resignation.
–  Expression  of  Gratitude:  Thank  your  employer  for  the
opportunities and experiences gained during your employment.
– Offer of Assistance: Indicate your willingness to help with
the transition, including training a replacement if necessary.

 

Tips  for  Writing  a  1-Month  Notice
Resignation Letter
1. Be Professional: Maintain a professional and courteous tone
throughout the letter.
2.  Be  Concise:  Keep  the  letter  brief  and  to  the  point,
focusing on the key elements mentioned above.
3. Be Positive: Avoid negative comments about the company or
colleagues. Focus on the positive aspects of your tenure.
4. Plan Ahead: Prepare for the conversation with your employer
and be ready to discuss your resignation professionally.
5. Keep a Copy: Retain a copy of the letter for your personal
records.


