[Your Name]
[Address]
[City, State, Zip]
[Date of letter]
[Recipient’s Name]
[Title]
[Company Name]
[Address]
[City, State, Zip]
Dear [Recipient’s name],

Please accept this letter as my notice of resignation from [Company Name], effective [date, two weeks from the date above]. It has been a pleasure working with you and the associations I have made while working at [Company Name] will last a life time.

I hope a two week notice is sufficient for you to find a replacement. If I can help with the transition in anyway please let me know. 

Thank you very much for the opportunity to work at [Company Name].

Sincerely,

[Sign here]

[Your Name, Title] 
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