
[Your Full Name]
[Email Address]
[Phone Number]
[Date]
[Recipient's Name]
[Recipient's Title]
[Company Name]
[Company Address]
Dear [Recipient's Name],
I am writing to formally resign from my position at [Company Name], effective immediately. This decision was not made lightly and comes after careful consideration of my personal circumstances. I understand the challenges my immediate departure may cause, and I deeply regret any inconvenience.
Despite the sudden nature of this decision, I have thoroughly enjoyed my time at [Company Name] and am grateful for the opportunities I have had to grow professionally and personally. I have learned a great deal and appreciated working alongside my colleagues and under your guidance.
Please let me know how I can assist during this transition and help ensure a smooth handover of my responsibilities. I aim to leave my position in good standing and am committed to facilitating the next steps as effectively as possible.
Thank you for your understanding and support. I hope to keep in touch, and I look forward to seeing how [Company Name] continues to evolve and succeed.
Warm regards,
[Your Full Name]
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