[Your Name]
[Your Address]
[City, State ZIP Code]
[Your Email]
[Your Phone Number]
[Date]
[Manager's Name]
[Company Name]
[Address]
Dear [Manager's Name],
I am writing to resign from my position as [Position Title]. My last working day will be [Date].
I have appreciated the skills and experience I have developed here. I am committed to a smooth transition over the next two weeks.
Sincerely,
[Your Signature]
[Your Typed Name]
