From:
______________________
Address
______________________
______________________
To:
_______________________
Company_______________
Address________________


Date


Dear Mr. _________________________
[bookmark: _GoBack]I am writing to submit my resignation as the ____________________(position) in _________________________Company.
I am also giving two weeks’ notice as of today as required in my contract. My last day of work will be on ______________________. I would appreciate it if you could ease off my responsibilities before then.
Please allow me to record my deepest gratitude and thanks for the opportunity to develop myself professionally while working at ____________________ Company.
I wish the company further success in its future endeavors.
Yours Truly,
____________________

