Sample Letter of Thanks and Resignation
Mr. Matthew Swift
Street Address
Town
County
Postal Code
22 Mar 2017
Mr. Stephen Stewart
Title
Any Organisation 
Organisation Address
Town
County
Postal Code
Dear Mr. Stewart,
It is with regret that I must inform you of my impending resignation. Following my contractual notice period this resignation will be effective as of 20 December, 2008.
I have greatly enjoyed my time with Any Organisation for the past five years. My colleagues here have been unfailingly supportive and professional, and I have learned a great deal about this industry and myself during my years here. Under your supervision both my knowledge and my skills have grown and I am confident that I would not be where I am today without having been a part of Any Organisation. However, I have decided to take some time to reevaluate my career goals and to consider further education in another field.
If you would like to discuss my last four weeks, or if you require my assistance with recruiting and/or training my replacement, I would be happy to help out until 20 December.
Sincerely,
Matthew Swift
