From:
Your Name 
Your Address with city, state, zip code 
Your Phone Number & Email
Subject: Your Name – Resigning from the post of XYZ (Mention the post that you are resigning from)
To, 
Name of your employer
Title 
Organization 
Address 
City, State, Zip Code 
Dear Mr. /Ms. Last Name:
We have been together for a little over a year now so it is only fair that I write to you in person about my decision to resign from the company with effect from (mention the last date in office). Our ups and downs, the laughs we shared, the tears you made me shed are experiences that I will treasure all my life long. If I see another man walking down the road wearing a Blue jacket it will forever remind me of you, Mr. ABC (mention the name of your Boss who is always seen wearing blue). Jokes apart, my experiences in this company have helped me immensely in defining my goals clearly.
From the stale sandwiches to the watered coffee and the dripping faucet, it will be hard for me to find another company which gives me as much liberty to pull pranks on my colleagues and laugh as loudly as I do! I am sure the same applies to you. It sure will be hard for you to find someone to fill in my shoes (considering my shoe size; 14!)
On a note of seriousness, I will truly miss you. As a fresher, right out of college, I joined your organisation as a lazy, arrogant and unprofessional brat who, over the span of two years, has dramatically transformed into a focussed, ambitious and above all, a smart professional. 
With mixed feelings, I hereby submit my resignation,
Thanking you,
Yours sincerely,
Your Signature
Your Name
Date:
Location:

