<<NAME>>

<<ADDRESS>>

<<ADDRESS>>

<<POSTCODE>>

<<LINE MANAGER NAME>>

<<COMPANY>>

<<ADDRESS>>

<<ADDRESS>>

<<POSTCODE>>

<<DATE>>

Dear <<NAME>>

Further to our recent meeting, I write to confirm my resignation and our agreement about the proposed extension of my notice period.

Whilst my resignation is final and irrevocable I understand that the critical nature of my role means that the time required to transfer my responsibilities may exceed the contractual notice period of <<NOTICE PERIOD>> weeks.  I am, therefore, happy to extend my notice by <<WEEKS>> and leave <<CURRENT EMPLOYER>> on <<DATE>> with the understanding that my salary and other benefits will be calculated to take account of this agreement.

I wish you and <<COMPANY NAME>> every success in the future and would like to thank you for having me as part of your team.

Yours sincerely

<<PRINT NAME>>

