





DATE

VIA HAND DELIVERY and EMAIL to _____________________________ 
NAME, TITLE

ENTITY NAME

STREET ADDRESS

CITY, STATE  ZIP

Dear __________________:


This letter serves to advise you that regretfully, I must resign my position with ___________________ effective immediately.  In order to afford you adequate notice, my last day of work will be _________________________________.

I’ve greatly enjoyed working for ________________________, as well as with you personally. I have learned much, and deeply appreciate the many opportunities you have afforded me. 

I wish you and _______________________________ great success in the future. 







Sincerely,







NAME, TITLE
