[Date]
[Manager Name]
[Company Name]
[Company Address]
Dear [Manager Name],
Please accept this letter as formal notice of my resignation from my position as [Job Title] at [Company Name]. My final day of employment will be [Last Day, typically 2+ weeks out].
I'm grateful for the opportunities I've had here, particularly [one genuine thing: a project, a skill, the team]. Thank you for the support during my time with the company.
Between now and my last day, I'll do everything I can to make the transition smooth, including [handing over my projects / documenting my work / helping train a replacement].
I wish you and the team every success.
Sincerely,
[Your Name]
[Your Contact Details]
