February 6, 2009
Company Name

Street Address

City, State ZIP

Attention:

Dear,


After a great deal of consideration and thought, I have made a decision to pursue a new and exciting career opportunity that will be both challenging and rewarding.  As a result, I am tendering my resignation from __________  effective two weeks from today, ______, 2009.  (Alternate is effective immediately-usually in sales positions)


This decision was made with considerations of all factors and is final and irrevocable.  I have enjoyed my tenure with __________ and feel that I have made valuable contributions to the company, and that I have gained professionally from the experience as well.


I leave with positive memories and confidence in the success of my new endeavor.

Sincerely,

Your Name

