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[Your Name]
[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
Please accept this formal document as my resignation from the post of general manager effective two weeks from today. My last day at work will be August 22. I appreciate the opportunities provided to me over the past 5 years. I have enjoyed the responsibilities I have had there, including handling budgets, providing customer services, overseeing the business opportunities, ensuring the complete implementation of the policies of the firm. Because of all these responsibilities, I was able to learn a lot and I will take all my learned skills with me to help me out in future. I wish you and the company [ABC] success in the future.
[bookmark: _GoBack]Sincerely,
[Your Name]
Enclosure
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