
HOW TO WRITE A 2 WEEK NOTICE TO YOUR EMPLOYER

If you have decided to resign from your job, it is customary to provide your employer with two weeks notice. Whatever
your reason for leaving, two weeks gives.

It also gives you the opportunity to have a personal conversation with them, thanking them for the
opportunity. Letting your employer know that you plan on leaving your job ahead of time allows them to
initiate a formal offboarding process, create a transition plan and possibly begin searching for your
replacement, all at a steady pace. Express gratitude. Whatever your reason for leaving, two weeks gives an
employer enough time to come up with plans to cover your absence. Share your personal contact information
and encourage them to reach out to you. So, be prepared for the possibility by backing up important files and
compiling samples of your work for your portfolio. But before you get too carried away fantasizing about your
new job, remember: you still have to part ways with your current employer. Share a transition plan. You can
either state the specific date you will leave, or say that you are leaving two weeks from the current date.
Kidding, no need to settle scores at this point. First, this letter is a respectful way to inform your employer that
you intend to leave your current position. Although your boss will end up hurting only themselves, they may
damage your in the short term too. Make it unimpeachable. If you find yourself in the scenario of having to
write a resignation email, here are a few tips, as well as a resignation letter template. Social Issues Are you
leaving behind a massive task that will fall into the lap of an unwarned coworker? Be prepared for pushback.
Then read sample resignation letters and a sample resignation email. During the next two weeks, I am more
than willing to help make the transition as smooth as possible. In this case, you should give your email a clear
subject line, keep the body of your email brief and positive, and attach your two weeks letter as an attachment.
Learn More.


