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February 18, 20XX
Supervisor’s Name
Title
Company Name
Address



Dear (Supervisor’s Name),
I am writing to formally resign from my position as (Your Position) at (Company Name), effective two weeks from the date of this letter. My last day of work will be (Date, typically two weeks from the date of the letter).

Grateful for the opportunities I have had during my time at (Company Name), I’ve learned a great deal and relished collaborating with such a talented team. The support and guidance from you and my colleagues throughout my tenure here are deeply appreciated.

In order to facilitate a smooth transition, I am willing to assist in any way I can during my remaining time. This may include training a replacement, documenting processes, or completing any outstanding tasks to the best of my ability.

Please let me know how I can help to ensure a seamless handover of my responsibilities. I am committed to ensuring that my departure causes minimal disruption to the team and the company as a whole.

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



Sincerely,
Kelsey Young
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