Your name

Home Address

Company Name

Company Address

Supervisor's Name

Today's Date

Dear _________________,

This is to advise you that I am resigning my position as __________________ (title), with ___________________ (company).  Please accept two weeks notice now with my last day being __________________ (day of the week), _____________________ (date).

My tenure with _________________________ (company) has been a fine and rewarding association.  The personal relationships will be especially valued for the rest of my career.  However, the new challenge is unique in character and timing.

This is a firm decision that has been weighed most carefully.  A commitment has been given to honor a ____________________ (start date) start date, and it is important that I do so.  I am sure you will understand and accept this in the positive light as offered.  

I will do everything I am able to, between now and ______________ (end date), to make this transition as smooth as possible for you and ____________________(company name). 

Thank you again for your many contributions towards the development of my career during my time with __________________ (company name).

Sincerely,

(space for signature)

Your full name   

