Mrs. A. Manager
The Company
Employment Street
That Town
PO57 3DE
Dear Sir/Madam, or by name (if you know it) or To Whom it May Concern,
I would like to resign from my role as Temporary (Job title).
In accordance with my terms and conditions I am giving you (how much notice and therefore my final day will be (name that date once you have worked out your notice).
I have enjoyed my time with (Name Company) and feel that being here on a temporary basis has taught me a lot and built upon my experience for which I am very grateful. I have now found a more permanent role to which I have accepted and to where I feel my career now lies.
I would like to thank you for the experience and opportunities you have given me during the (how long you have been there) and to wish you all the best for the company’s future.
Please could you would forward my final pay slip and P45 to my address (as above or detail here where you would like it sending to). I understand that my final pay will include any holiday pay that I have not taken and any monies owing from this final months work.
Best Wishes.
Yours faithfully/sincerely
NAME SURNAME

