,   
 
Attn:  , 

,   
Re:
Letter of Resignation
 

Dear :
I write to inform you that I am resigning from my position as .  Please accept this letter as my written notice to you of my resignation.
I have enjoyed my time at  and appreciate the experience I received while here.  
My final day with  will be .

I would like to thank you for the contribution you have made in helping me shape my career. Your professionalism, guidance and understanding have made a lasting impression on me. With this in mind, I wish you, and  continued success.

I look forward to discussing this matter with you and setting in place a plan for my departure.






Very Truly Yours,

__________________________________


