Jordan A. Bennett
[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 letter as formal notice of my resignation from my position as [Job Title] at [Company Name]. In keeping with my [one month’s] notice period, my last day of employment will be [Last Day — one month from today].
I am grateful for my time here and for the opportunities [Company Name] has given me — [one specific you are glad to name].
A month gives us room to do this transition properly. I will complete [key work in progress], document my responsibilities in full, and help train or hand over to whoever takes this on next — please tell me how you would like to use the time.
Thank you for the support during my tenure. I wish you and the team continued success, and I hope we stay in touch.
Sincerely,
Jordan A. Bennett
