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Dear Recipient Name:	
Please accept this letter as my resignation from my current role with Organization Name. My last day with the company will be date of last day (typically 2 weeks from today’s date, or based on company policy).

I truly appreciate the opportunity you gave me to be a part of Organization or team you were on; I have thoroughly enjoyed my time here. My experience has been extremely rewarding. 

Wishing you and the entire staff all the best,




Your name 
Title
