Resigning: Keep it Simple

While it may be an unpleasant task, there's really not that much to it. In its simplest form you just date your letter of resignation, say when and what you're resigning, sign it, hand it over, and that's about it. Five minutes, and you're done.

Unless you possess the judgment of an attorney and style of a professional writer, don't write much more if you wish to use your employer as a reference. In most cases, there's no need to explain your reasons for resigning. For one thing, it's really nobody's business but your own. For another, however honorable your reasons may be, it's very hard to strike just the right tone in writing.

For example, if you write that you've found a more challenging career opportunity, it implies that you're bored with your current job. If you write that you're having family or health problems, you just documented that you might be a risky hire. Your words may come back on you down the road, when a potential employer contacts your former employers as references. So try not to leave anything up to the interpretation (or rather, misinterpretation) of the reader.

Shortly after you hand in your letter of resignation, you might get escorted out the door. That's typical at large companies, because it's better all the way around for both you and your company. On the other hand, your company might ask you to stay through your notice period. In either case, you might be watched closely in your final hours. Last impressions are more powerful than first impressions, so do all you can to be remembered as a professional and keep your references intact.
When conducting reference and background checks, employers go back as far as ten years or more when contacting your former employers. Below are tips to avoid burning your bridges, before and after you hand in your letter of resignation. 

Prepare to Resign
So there's no question about what belongs to you or the company, compile your portfolio, take personal property home, and remove personal files and software from your computer before you resign. Again, you might be escorted out the door soon afterwards, so you might not a get a chance to do all of this. It might look just a tad suspicious if you wait until after you resign to remove stuff from your office, especially from your computer and file cabinet. 

Give Ample and Proper Notice
The minimum notice that U.S. employers typically require is two business weeks, and they usually want it in writing. Check your company’s policy manual to be sure. If you’re leaving at a particularly vulnerable time for your department, consider giving up to double the minimum notice. But if you've got to go, that's certainly generous enough. Don't jeopardize your new job or let your current employer exploit you. People resign all the time. No matter how guilty they try to make you feel, the company will likely survive just fine without you.
Offer to Help
Don't make promises you can't keep and again, don't let them exploit you. But consider offering to 

· Assist in finding and interviewing your replacement 

· Help out until your replacement is on board 

· Break in your replacement 

Ask for Reference Letters
If they're not too ticked off that you quit, now's a good time to ask bosses, coworkers and direct-reports for reference (recommendation) letters, while they can still recall your finer points. Even if you've already landed a new job, look down the road. It doesn't hurt to keep reference letters on file for later use. They have several advantages, the biggest of which is that you'll already know exactly what your references have to say about you. 

Say Good-Bye
Take the time to talk with each of your bosses, coworkers and direct reports. This is especially important to squelch nasty water cooler rumors; such as you hated your job or were pressured to resign. But keep it positive and light, while choosing your words carefully. If asked why you're leaving, make general statements such as, "It's a career opportunity I just can't pass up." Avoid expressing too much regret, as it probably won't appear to be sincere. (Why would you quit if you truly regret it?) Instead, express your appreciation and say that you’ll miss working with them. If appropriate, distribute simple thank-you cards or notes.
EXAMPLES

[Your Name]
[Street • City • State • Zip Code]
[Phone # • Fax phone # • Messages phone # • Email]

 

[Date today]

 

[Recipient's name]
[Company name]
[Address]
[Address]
[Address]

Dear [Recipient's name]:

Please accept this letter as my formal notice of resignation from [Company name], effective [date, two weeks from date above]. The associations I've made during my employment here will truly be memorable for years to come.

I hope a two-week notice is sufficient for you to find a replacement for me. If I can help to train my replacement or tie up any loose ends, please let me know.

Thank you very much for the opportunity to work here.

Sincerely,

[Sign here]

[Your name, title]

cc [Names for copies]

Example #2

[Your Name]
[Street • City • State • Zip Code]
[Phone # • Fax phone # • Messages phone # • Email]

 

[Date today]

 

[Recipient's name]
[Company name]
[Address]
[Address]
[Address]

Dear [Recipient's name]:

Please accept this letter as my notice of resignation, effective [date].

This wasn't an easy decision, because I am grateful for the rewarding employment I've had with [Company name]. But after long hours of consideration, my decision is now final and I have accepted a position with another company.

Sincere thanks and best wishes for the future,

[Sign here]

[Your name, title]

