
Resigna�on Leters:  
• Request leters from all employees who are re�ring or resigning their posi�on 
• It can be handwriten or typed 
• It must include a date that is their intended last day to work 
• It must be signed with a pen (not typed/using a script font) and dated 
• If their leter is an email address to you, print the email, and have them sign it with a pen 
• Email a copy to HR 


