Sample  – Brief and Concise

Dear Mr. Doe:

I am writing this letter is to officially tender my resignation from XYZ Company. My final day will be September 23.

It has been a great contentment to work for XYZ Company.

If needed, Please let me know how I can assist to make a soft transition during my left over time.

Sincere regards,

[Signature]

Mary Smith

Accounts Assistant

