Sample Resignation Letter 2

[Date]

[Recipient's name] 

[Company name] 

[Address]

[City], [State] [Zip]

Dear [Recipient's name]:

Please accept this letter as my formal notice of resignation from [company name] as [title]. I have thoroughly enjoyed my tenure here and thank you for the contributions you have made to my growth and development.  

I plan to finish out these next two weeks tying up loose ends. If you need my help finding a replacement, I would be more than happy to oblige. 

Thank you for the opportunity to work at [company name].

Sincerely,

[Sign here]

[Your name, title]

cc [Names for copies]
