
Your Name  Your Title  Your Addre ss

Your City, State , Zip Code  Your Phone  Numbe r Your Email

Date 

Name  Job Title  Company/Organization

City, State , Zip Code 

De ar Mr./Mrs.(re me mbe r, make  this spe ci c!):

Ple ase  acce pt this le tte r as o cial notice  of my re signation from my position as a Walnut She ll 
Che cke r with the  Oakland Walnut Company, e ffe ctive  (put in your nal date  of work he re ).

I have  truly e njoye d my time  working he re  at the  Oakland WalnutCompany. I am incre dibly grate ful
for the  opportunitie s this job hasa orde d me  and for the  e xpe rie nce s and skills I have  gaine d 
while working he re . I would like  to e nsure  that my de parture  is as smooth aspossible . To that e nd, I 
am more  than happy to he lp with the  transition ofmy dutie s and re sponsibilitie s.

I would also like  to take  this opportunity to e xte nd a pe rsonal thank youfor all your support ove r 
the  ye ars.

Thank you.

Since re ly,

(your name )


