
Resignation Letter Format for Contract Employees
A resignation letter format for contract employees is a formal document used to notify an employer of the intent to terminate the contract
employment. It typically includes essential elements such as the employee's name, position, contract details, reason for resignation, and the last
working day. The letter maintains professionalism, ensuring clarity and respect while adhering to contractual obligations and notice periods. This
format helps both the employee and employer manage the transition smoothly and ensures proper record-keeping for future reference.

Sample Resignation Letter Format

[Date]

[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient Name]
[Designation]
[Company Name]
[Company Address]

Subject: Resignation from Contract Position

Dear [Recipient Name],

I am writing to formally resign from my position as [Your Position] at [Company Name], as per the
terms of my employment contract dated [Contract Start Date]. In compliance with the notice period
stipulated in my contract, my last working day will be [Last Working Day, typically calculated as
per the contractual notice period].

My decision to resign is based on [briefly state your reason, e.g., personal reasons, a new
opportunity, family commitments, etc.; this is optional and can be omitted]. I would like to express
my appreciation for the opportunities and experiences that I have gained during my tenure with
[Company Name].

I am committed to ensuring a smooth transition and will complete all pending tasks, as well as assist
in the handover process as required.

Thank you for your understanding and support.

Yours sincerely,
[Your Name]

Key Points to Remember:

Follow your contractual notice period requirements.
Mention both your position and contract details (start date, contract name/number if applicable).
Maintain a professional and positive tone throughout the letter.
Offer to assist in the transition period.
Keep a copy of the letter for your records.
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