(Your Name)
(Street Address)
(City, State)

(Today’s Date)

(Name of Recipient)
(Title)
(Company)
(Address)

Dear (Name of Recipient),

(Short introduction with positive statements)

(Say you are leaving your position and the date you are leaving)

(Additional positive statements about your time with the company include an explanation if you want to)

(Thank the company for the opportunity)

Sincerely,

(Your Name)
(Title)

