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Sample Resignation Letter











Date (Important)








Dear (Direct Supervisor):











Please accept this letter as my formal resignation as (title) for (company) to become effective as of (your last day of employment).





I'd like to take this opportunity to thank you for your time and efforts in my training and advancement during the past (timeframe). The support and concern shown by you and the rest of the management team has been deeply appreciated.





I leave (company) with no animosity or ill will, and wish you and your company continued success.





My decision is irrevocable and any counteroffers extended by you and/or (company) will be rejected.





Sincerely,





(Your Name)








