
WRITING A PROFESSIONAL LETTER FOR YOUR BOSS

Most everyone has had a job where they did not get along with their boss. The supervisor does not have to be liked to
be effective. It is not their.

You found a new job on Monster and are super-thrilledâ€”way to go! A resignation letter expresses your
intention to leave the company you currently work for. Proofread carefully. Write exactly how your boss
prefers to be addressed. When you are seriously ready to retire, you don't want to volunteer for anything that
will draw you back into working full time. Whether it is to request time off or tender your resignation, it is a
good skill to learn as you go out into the working world. Whether leaving your company temporarily or
tendering your resignation, being prompt and polite is paramount. Tell your boss that you are writing to
discuss an issue that you have. What is a resignation? Keep the tone professional and do not attack your boss
personally in the letter. Dealing with Bosses Most everyone has had a job where they did not get along with
their boss. Do not discuss every incident, but give enough information to make the problem clear. Print two
copies of the letter. This type of document formalizes your intention to leave the company and the reasons for
your departure. Use the company name on the first line, followed by the street address, city and zip code.
Leave a large space and type your name so when it is printed, you can sign the letter in that space. Tip If you
are resigning and a seeking a job, check out our popular resume builder. Never commit to continue working
after retirement without an end date written on the front end. Thank you for your consideration! A two weeks'
notice letter is essentially the same thing as a resignation letter. Did you enjoy this article? This makes it very
clear who you are and who your direct supervisor is or your team. You should also be gracious here: thank the
recipient for taking the time to read your note and consider your request. Resignation Declaration You must
make it clear that you are resigning from the first sentence. Being clear with yourself not only what you want
to say but why you need to say it helps when writing to your boss. In your letter, mention why you're writing
and provide a specific thank you. It is not their job to be your friend. What is a two weeks' notice letter? If you
are available for occasional work or if you'd like to phase yourself into retirement by working part-time , this
is an opportunity to document your willingness. This will make you look unprofessional and anger your boss.
Keep your letter as brief and concise as possible. Two weeks is the standard amount of time from when you
announce you're leaving to your last day at your job. The most important thing is to express your appreciation.


