Director of Nursing Resignation Letter

[Address of Sender]

[Date of Letter]

[Name and Address of Recipient]

Dear Dr. Jones:

I’m writing to inform you that I plan to resign from my job as licensed practical nurse with St. John’s Hospital, effective January 10, 2012. I apologize for any inconvenience this may cause although I will try to make the transition as streamlined as possible.
In addition, I want to express good luck and thanks to the staff at St. John’s Hospital. I have been rewarded by my experience of working at this facility which has enabled me to foster new skills in the field of health care. While I have been happy working here, I still feel I must accept the future opportunity, which will help me steadily advance in my career. Nevertheless, I will always be grateful for the experience and skills that I have acquired while working at St. John’s Hospital.

I can be contacted until January 08, 2012. In the interim, if you could tell me about any paperwork that needs to be filled out in Human Resources, or other formalities with respect to my departure, I will be available until the aforementioned date. Thank you for your continuing support during my time here.

Sincerely,

[Name of employee]

[Contact number]

