SAMPLE LETTERS TEMPLATES
Job Change Resignation Letter
[Your Name]
[Street ]
[City • State • Zip Code]
[Phone # ] 
[Email]
[Date today]
[Supervisor's name]
[Company name]
[Street]
[City • State • Zip Code]
Dear [Supervisor's name]:
I wanted to thank you for allowing me to work at (put the company name here). It was a great experience for me. I learned a lot.
I learned (name at least two things that you have learned on the job). I hope I was an asset to your company while I was there.
If the opportunity arises, I would be honored if you would consider me for a position in your organization. I have enclosed a resume for your convenience. It was a pleasure working with you and I hope our working relationship may continue in the near future.
Sincerely,
[Sign Your Name here]
Here is a sample letter of recommendation.  Ask your supervisor for one. Use this as a sample to type up and then ask them to read it over and change it as they see fit.
XYZ Inc.
123 XYZ Way • Sun City • CA • 91245
(123) 555-0000 • Fax (123) 555-0001
February 1, 2000
To Whom it May Concern:
Joe/Josey Jones worked for me at XYZ Incorporated for three months, as an ABC.  I am writing this letter of recommendation to highly recommend him/her as an employee for your organization.
Joe/Josey is a conscientious, well motivated and creative worker. He/She has proven that he/she is capable and always willing to learn or take on new and sometimes difficult challenges. Should the need arise I wouldn’t hesitate to hire him/her back.
If you would like to speak to me about Joe/Josey's skills, talents, and work habits, please call me at (123) 555-0002 or page me by dialing (123) 555-0003.
Sincerely,
The Big Boss
The Big Boss
General Manager, XYZ Inc.
Bbossy1@xyz.net
· Here is a sample resignation letter. This ensures that you leave a job without a bad reputation, and that you could return if circumstances permit.
[Your Name]
[Street ]
[City • State • Zip Code]
[Phone # ] 
[Email]
[Date today]
[Supervisor's name]
[Company name]
[Street]
[City • State • Zip Code]
Dear [Supervisor's name]:
I regret that I need to submit this letter of resignation. Due to (state one reason-be honest) I can no longer continue to work.
I will finish out this week (or) This is my last day. {Please try to make a sincere effort to leave on good terms. Don’t inconvenience your employer. That makes it bad for the program and you.} 
I would like to thank you for allowing me this opportunity and hope that if my present circumstances change you would be willing to give me another chance.
Sincerely,
[Sign Your Name here]
Here is a sample thank you letter to send to your on-site supervisor after your work experience has ended. This also acts as a letter of further interest in a Direct Hire.


Deliver it in person, and express your gratitude and availability.











