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[Your name]
[Address]
[Email] · [Phone]

[Date]

[Manager name]
[Company]

Dear [Manager name],

Please accept this letter as notice of my resignation from my position as [job title]. In line with my contract, my last
working day will be [date].

Thank you for your support. I will prepare a full handover of my responsibilities before I leave.

Sincerely,

[Signature]
[Your name]

Notes


