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[DATE]

[SUPERVISOR’S NAME]

[SUPERVISOR’S TITLE]

[DEPARTMENT]

Dear [SUPERVISOR],

I am writing to inform you that I am resigning from my position as [POSITION TITLE]. My last working day will be [MONTH DAY, YEAR].
[PLEASE INSERT ANY PERSONAL INFORMATION OR STATEMENTS HERE].
Sincerely,

[YOUR SIGNATURE]

[YOUR NAME]

Cc. [SUPERVISOR’S NAME]

 Human Resources 
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