· A resignation letter must always start with the sender’s name, job position and address written on the top left corner.
· After writing the address of the sender, the date and the subject must be written down in two separate lines. The subject must state the reason for writing of the letter. For example-‘resigning from __________ (the job position)’.
· After the subject, a formal salutation for the recipient must   be written down.
· Then the body of the letter starts by mentioning the reason for writing the letter. The body of the letter must be carefully drafted by dividing it into at least 2 paragraphs. The second paragraph must consist of the reason for resigning from work and should mention the period of notice. The third paragraph must be used to close the letter and thank the employer for his/her help and guidance.
· After the body of the letter, the sender should sign the letter at the end.
· One must take care of the fact that a formal tone should be used throughout the letter and bitter feelings or negatives views should always be avoided.

