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[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Manager's Name]
[Manager's Title]
California State Polytechnic University, Pomona
[Department Name]
3801 West Temple Avenue
Pomona, CA 91768
Dear [Manager's Full Name],
I am writing to inform you that I am resigning from my position as [Your Position] effective [Separation Date]. My last day of work will be on [Last day of work]. 
[(Optional) If separation date is after last day of work)] I am requesting to use [number] days of my available [vacation, personal holiday, etc.] leave credits between my last day worked and the separation date. 
I would appreciate it if you could acknowledge this resignation in writing. 
[(Optional) Note of gratitude to the department] Thank you for the support and opportunities provided during my time at Cal Poly Pomona. I have valued my time here and wish the university continued success.
Sincerely,
[Your Signature] 
[Your Name]
[Your Employee ID (optional)]
[Your Position]

Temporary Appointments: This resignation sample is only applicable if ending the temporary appointment prior to the original appointment end date.

Unit 3 Faculty Unit Employees: Faculty only in a 12-month appointment (a 2359 (lecturer), 2361 (tenure-track), librarians, full-time coaches, most counselors, or 12-month chair appointment) accumulate vacation credits.
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