When writing a letter of resignation, it's important to keep your resignation letter as simple, brief, and focused as possible.


Date

Supervisor Name

Company Name

Company Address

City, State, Zip

Dear Supervisor:

Please accept this letter as my resignation and two-week notice effective today.  I have accepted an outstanding position, which I feel will offer me a step forward in my career.

I want to thank you for the opportunities you have provided me.  I know the time I spent working with you and Company Name will serve me well in the future.

Please know that my decision is final and that I will not consider any alternative offers.  I will however, perform my assigned duties and do my best to wrap up my work before my last day of employment:  Last Date.

Sincerely,

Your full name

Your address

Your city state zip

Or – 

Dear Boss, 

Please accept this letter as my official notice of resignation. I appreciate the work we have been able to accomplish together at (company name), but I have now made a commitment to another organization, and plan to begin with them in two weeks. 

Know that it is my intention to work diligently with you to wrap up as much as possible in the next two weeks to make my resignation as smooth as possible. If you have any suggestions on how we can best accomplish that goal, I hope you will share your thoughts with me, as I am eager to leave on the most positive note possible. 

Sincerely, 

