(Name)

(Address)

(City), (State) (Zip)

(Date)

(Manager’s Name)

(Company)

(Address)

(City), (state) (zip)

Dear (name):

Please accept this letter as a formal notice of my resignation from _____________. My

last date of employment will be _____________.

I appreciate your support and the learning opportunity that I have had at ____________.

I have, however, secured a new position which will advance my career and provide even

greater learning potential.  Thank you for understanding my decision to make this change.

Best regards,

______________

