Date (the day you are submitting the letter)

Att: Name of Your Boss

Company

Street Address

City, State Zip

Dear [Name of your Boss],

I am writing to you to announce my resignation from my current position, effective [date two weeks after the date on the letter] observing two weeks notice as per the terms of my contract.

This was an extremely difficult decision to make and I have enjoyed working for you and with everyone in my department. The past [number of years] years have been very rewarding, and I am grateful for the training and opportunities the business has provided me during my employment.

I wish you and everybody at the company the very best. I hope we may work again together in the future.

Sincerely,

[Your signature]

[Your Full Name]
