
	Casey Lin
[Your Profession]
	[City, State]
(000) 000-0000
your.email@email.com
in/yourname



[Month Day, Year]
[Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Manager Name],
Please accept this email as formal notice of my resignation from my position as [Job Title] at [Company Name], effective immediately as of [Today’s Date].
I regret that circumstances prevent me from giving the customary notice, and I apologize for the disruption.
I have [returned my equipment and handed over my files and credentials], and I am available by email today to help close anything out.
Thank you for the opportunities during my time here. I wish you and the team well.
Sincerely,
Casey Lin
