Your Name

Address

Phone #

Current Date

Your Boss’s name

Title

Company Name

Address

Dear Mr. Or Mrs. (Name):

As of this date, I am formally extending my resignation as (your job title).  I am offering two weeks’ notice so that my responsibility can be effectively serviced during the transition.  My final date of employment will be on June 23, 2000.

I appreciate the opportunity that has been afforded me in this position.  I have enjoyed my work, and I wish you and the company well in the future.

I have given this matter serious consideration over a long period of time, and my decision, therefore, is final.

Thank you for your cooperation.

Sincerely,

Your Name 

