
Dear Team;
With mixed emotions, I am sending you this resignation announcement letter to inform you my final day with the firm will be (January 31st, 2021). After discussions with my supervisors and the Human Resources Department, I will use this coming few weeks to train the individual who will take over my duties. Any incoming should be directed to the individual to avoid any confusion. 
I wish to express my gratitude and thank each of you for everything you taught me the last (ten) years working in this company. You are no doubt a remarkable team. I have learned useful skills working alongside you that will be invaluable in my future endeavors, regardless of the direction of my career path.
Please feel free to get in touch, and my email is (), and my phone number is (XXX XXX XXXX) Sincerely,
(Signature)

