
Your Name
Your Address with zip code

Your Phone Number and Email

Date
 
Subject: Resignation from the post of ____________________.
 
Name of Employer

Title of Employer

Name of Organization

Office Address with zip code
 
Dear Mr. /Ms. (Last name)

I have worked with (name of company) for the past three years and I am writing this letter to announce my resignation, two weeks from this date.

As you might realize that it is not an easy decision for me to take for I have made friends and learned quality work since the time I joined here. My success in this company is owed to a lot of people whom I shall remember all my life. But, please take this as a personal request to grant me permanent leave from this organization.

Thanking you for all the opportunities and growth that you have provided me.
 
Sincerely,

Your Signature

Your Name
