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Linkedin.com/CareerReload


Dear [Supervisor’s Name],

I hope this letter finds you well. It is with a mixture of gratitude and excitement that I write to formally tender my resignation from my current position as [Position Name] at [Company Name]. My last day of work will be [Last Day], providing a notice period of two weeks as per the company policy.

I am sincerely grateful for the opportunities for professional growth and development that I have been provided during my time with [Company Name]. The support and encouragement from you and the entire team have been invaluable, and I will cherish the experiences I gained here.

As I prepare to embark on a new chapter in my career, I am committed to ensuring a smooth handover of my responsibilities. I am more than willing to collaborate with my colleagues and assist in training my replacement or any other tasks necessary for a seamless transition.

Please feel free to reach out to me for any questions or guidance during this period. I want to express my heartfelt thanks to you and the entire team for making my time at [Company Name] truly remarkable.

I wish [Company Name] continued success and growth in the future. Thank you once again for everything.

Sincerely,

Julie Hamilton
[Supervisor’s Name]
[Company Name]
[Address]
[City, State, ZIP]
January 16, 20XX



Need resume writing help?

Visit: https://www.careerreload.com/build-a-resume/ 
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