[Name of Supervisor]

[Name of Company]

[Address of Company]

[Date you are writing this]

Dear Mr. /Ms. [Last Name of Supervisor]

It has been a great pleasure working at [Name of Company], however, another opportunity has arisen and I have decided to take it.

I will complete the time I have left here with the same hard work and motivation that you have come to expect from me. I will be more than happy to assist in training my replacement or aid the transition process in any way I can.

Thank you for giving me the opportunity and work experience. I wish the best for both you and the company.

Sincerely,

[Place your Signature here]

[Type your Name here]
