Your Name
Your Address
City, State ZIP
Date: __________
Recipient Name
Recipient Title
Recipient Address
City, State ZIP
Dear [Recipient Name],
Resignation Letter
[Opening paragraph — state your purpose clearly in the first sentence.]
[Middle paragraph — provide context, dates, facts, or specific examples that support your purpose.]
[Closing paragraph — state what you would like to happen next, and thank the recipient for their time.]
Sincerely,

___________________________
Your Name
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