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[Your Name]
[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
As it is required by my contract with [ABC] Company, I am giving you the notice of two weeks because of my intention of leaving my job position as a product manager. I would like you to know that I am willing to provide you all the assistance that can help transferring my responsibilities to someone who will be hired as my replacement.
I would like to say thank you for all the support provided to me and wish you and the company for the best future.
[bookmark: _GoBack]Sincerely,
[Your Name]
Enclosure
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