
Your Name
Your Address
Other Contact Information{LinkedIn etc}
Date

Name of Recipient {Optional depending on whether you're writing a personal letter or general group letter}
Address of Recipient{Also optional depending on letter type}

Letter Subject{Optional}

Dear {General Recipients or specific recipient name},
After working at {insert company's name} for {time period you worked there}, I'm writing to tell you of my departure. I have accepted a job offer from {insert name of new job}. {Insert personal message or story about your time at the job or what you've learned from working there}.
In my absence, {insert name of the person taking over your position} will be taking over my duties and responsibilities. I'm sure these changes will be beneficial for the entire team here at {company name}. {He/She} is well prepared for the position and is eager to take over after I leave. My last day will be on {insert last scheduled work date}.

Sincerely,
Your Name


