Date

Manager’s Name
Company Name
Street

City, State Zip
 
Dear Manager’s Name:
 
Please accept this letter as formal notice of my resignation.  My last day of work will be date.
 
I have been very happy working here for the past x years, and I found my work challenging and enjoyable.  However, I have obtained a position that will allow me to better utilize my skills and provide an exceptional career path.
 
Thank you for your help and guidance during my employment with Company Name, and I wish you all the best in the future.
 
Regards,

 

