
Date:

Enter Date

Recipient Name & Title:

e.g. Jane Smith, Manager

Company Name & Address:

e.g. Company Inc.123 Business Rd.City, State ZIP

Dear [Recipient Name],

Dear [Recipient Name],

Body:

Please accept this letter as formal notice of my resignation from [Company], effective [Last Working Day, e.g. two weeks from today].Thank you for the opportunities and support during my employment.Sincerely,

Your Name:

Enter Your Name


