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[Your Name]
[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
The purpose of writing this letter is to resign from the role of production manager for the company [ABC]. My last day will be 22 September.
I am resigning because I have accepted another job opportunity which will give me more chances to grow in my career. I will miss working with such kind and helping co-workers. Working with them has taught me a lot. The experience gained through this company will help me throughout my life.
Please call me if there is anything I can help you with. I am willing to provide complete support in transforming my job responsibilities to the new replacement.
[bookmark: _GoBack]Sincerely,
[Your Name]
Enclosure
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