 
MIT Employee Resignation Letter
DRAFT – FOR CENTRAL HR USE ONLY
[Your Name]
[Your DLC]
February 6, 2026
Dear [Manager or Administrative Officer Name]:
Please accept this letter as the formal notification that I will be leaving my position with the [DLC name] effective [date]. 
My reason for leaving is [examples include: another job/opportunity, re-location, personal circumstances]. 
Thank you.

Sincerely,
_____________________________
(signature)
[Your Typed Name]
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