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Dear Mr. /Ms. Last Name:

I draft this letter to inform you that I shall cease to be your employee within a fortnight. How I wish it were possible to stay with you indefinitely until I retire. However, my family issues, particularly the need to stay at home and care for my toddlers, have necessitated my exit.

I am fully aware of the fact that my departure has dealt a strong blow to your company. To help with coping with the shocks, I offer myself to aid with the transition period. Just let me know-how and in what ways I may be of help.

May I also take this rare opportunity to express my sincere gratitude to you forgiving me the opportunity to work and make money with your firm. The warm ambiance, unprecedented cooperation, and lovely atmospheres I enjoyed here shall live to enrich my life in years to come.

Best of luck in your subsequent endeavours too!

Yours truly, Your Signature (hard copy letter)

Your Typed Name
