© 


[DATE]

[CONTACT NAME]

[ADDRESS]

[ADDRESS 2]


[CITY, STATE/PROVINCE]

[ZIP/POSTAL CODE]

OBJECT: RESIGNATION

Dear [Contact name],

An opportunity has recently arisen whereby I will be able to make greater use of my educational Background and special abilities in [field of employment].


Therefore, I am submitting my resignation effective [date effective].


I appreciated your help and guidance during my [time] with the [name of company] and I am pleased that I was able to work for such a fine company.

Sincerely,
[YOUR NAME]
[YOUR TITLE]
[YOUR PHONE NUMBER]
[YOUREMAIL@YOURCOMPANY.COM] 

[YOUR COMPANY NAME] 

[YOUR COMPLETE ADDRESS] 
Tel: [YOUR PHONE NUMBER] / Fax: [YOUR FAX NUMBER]
[YOUR WEBSITE ADDRESS]

