[Date]

Recipient Name|
Recipient Title]
[Company Name]
[Company Address]

Dear [Recpient Name]
{am wrifing fo formally resign from my postion as [Your Position] with [Company Name] effective [Last
Worlang Day, fypically wo weels from dafe above]

Thanik you for the opportunities for professional and personal development that you have provided me
during my fime at [Company Name] | have enjoyed working with the team and appreciate the support
given fo me throughout my tenure.

Hease let me knowifthere is anything | can do o assist during the transition. [wish the company
continued successin the fufure.

Sincerely,

NYour Wame]



