ALEX RIVERA
[City, State]      (000) 000-0000      your.email@email.com
[Month Day, Year]
[Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Manager Name],
Please accept this letter as notice of my resignation from my position as [Job Title] at [Company Name], effective immediately as of [Today’s Date]. A family emergency requires my immediate and ongoing attention.
I regret that I cannot provide the customary notice, and I apologize for the position this puts the team in.
Today I will [return company property, hand over files and credentials, and leave a written summary of my open work]. Please let me know what else you need to close out my employment.
Thank you for your understanding. I am grateful for my time at [Company Name], and I wish you and the team the very best.
Sincerely,
Alex Rivera
