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January 16, 20XX



Dear [Supervisor's Name],

I am writing to inform you of my decision to resign from my position at [Company Name], effective immediately. This decision has not been made lightly, and I have considered it thoroughly.

I want to express my sincere gratitude for the opportunities and experiences I have gained during my time at [Company Name]. Throughout my tenure, I have learned a great deal and am thankful for the support and guidance I have received from both my colleagues and supervisors.

Furthermore, I am fully prepared to assist with the transition process in any way possible. This includes providing training or handing over my responsibilities to ensure a seamless transfer of tasks.

Please do not hesitate to reach out to me at [Your Phone Number] or [Your Email Address] if there are any further questions or if you require additional information.

I would appreciate confirmation of receipt of this resignation letter.

Thank you once again for the opportunity to be a part of [Company Name]. I wish the company continued success in the future.

Sincerely,
Vincent Tanner
VINCENT 
TANNER

LETTER OF RESIGNATION
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