Dear..
I regret to inform you of my decision to resign from my current position of [your position] at [the company].
The main purpose of this letter is to provide the two weeks notice as required from my employment contract, effective two weeks from this date.
The choice to resign wasn’t an easy decision to make, as these past [x] years in the company have been so exciting and interesting for me.
I would like to take this opportunity to thank you for your support assisting me to develop my professional skills in the industry. I am grateful for the enjoyable time we spent together and appreciate the valuable lessons you have provided me.
I’d be happy to transfer my responsibilities and outstanding projects to the proper designated individual.
Wishing you and [the company] continued success and prosperity.

Sincerely,
[Your name]
