Resignation Letter Template
Company name: ____________________    Document no.: __________    Version / Date: __________

Letterhead
	Employee name & position
	

	Department
	

	Date
	

	Addressee (direct supervisor / Human Resources)
	



Body (ready to use)
Dear Sir / Madam,
I write to give notice of my resignation from the position of __________ at __________ (company name).
In accordance with the __________ notice period stated in my employment contract, my last working day will be __________.
During the remaining period I will complete my outstanding work and assist with the handover to ensure a smooth transition. Please let me know if you would like to arrange a handover meeting or require additional documentation.
Thank you for the opportunities and support given to me. I have learned a great deal here and wish the company continued success.
Yours faithfully,
Employee signature: __________  Name: __________  Date: __________

Alternative Paragraph - Payment in Lieu of Notice
I wish to leave on __________ and am unable to serve the full notice period. In accordance with s.7 of the Employment Ordinance (Cap. 57), I agree to pay wages in lieu of notice of HK$__________ (= average daily wages x days of notice not served) and authorise the company to deduct this amount from my final payment.

Company Acknowledgement (completed by HR)
Date received: __________  Accepted: [ ] Yes  [ ] No
Confirmed last working day: __________  Notice sufficient: [ ] Yes  [ ] No (short by ______ days)
Final payment must be made within 7 days after the last day of employment.
HR signature: __________  Date: __________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
