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[Your Name]
[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
I am writing this letter to notify you of my decision to leave the job as an operation manager. I would like you to accept my resignation letter effective two months from today.
I have accepted a job offer in another company to work as an operation manager. I hope that working in that company would help me grow in my field. I have really enjoyed working with you in [company name]. However, this new position is more challenging for me and will open new ways for me to progress in life. I am willing to help you in transition smoothly. Please let me know if there is any specific you want me to do for you.
Sincerely,
[Your Name]
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