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 formal notice of my resignation from my position as [Job Title] at [Company Name], effective [Last Day]. I am stepping away for personal reasons.
This decision was not an easy one — I am grateful for my time here and for the support you and the team have shown me.
Between now and my last day I will wrap up my work and hand off my responsibilities — [documenting projects, briefing a colleague] — so the transition is as smooth as I can make it.
Thank you for your understanding, and for everything during my time at [Company Name]. I wish you and the team the very best.
Sincerely,
Alex Rivera
