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Dear [Supervisor’s Name],

I hope this letter serves as formal notice of my decision to resign from my position as [Position Name] at [Company Name]. My last day of work will be on [Last Day], giving a notice period of two weeks as per the company's guidelines.

I want to express my sincere appreciation for the incredible experiences and opportunities I have had during my tenure at [Company Name]. The support and encouragement from you and my colleagues have played a crucial role in my professional growth and development.

As I move forward to explore new avenues, I am committed to ensuring a seamless transition of my responsibilities. I am more than willing to collaborate with the team and provide any assistance necessary to ensure the continuity of ongoing projects and a smooth handover of my tasks.

I would also like to extend my gratitude to the entire team at [Company Name]. The camaraderie and positive work environment have made my time here truly enjoyable.

Please feel free to contact me for any assistance required during the handover process. I am dedicated to ensuring that this transition is as smooth as possible for everyone involved.

Thank you once again for the wonderful experiences and memories I will carry with me. I wish [Company Name] continued success and growth in the future.

Sincerely,

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