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Dear Mr. /Ms. Last Name,

I bring to your attention the fact that I intend to resign from my present position with your company within seven days. I am alive to the fact that I ought to give you two weeks’ notice.

Nonetheless, some personal circumstances have necessitated my premature departure from your company within the stipulated timeframe.

I will be glad to offer any assistance within the transition period. Feel free to contact me for any such assistance if need be.

I express my sincere gratitude to the opportunity you have accorded me to work for your organization. I must also state that I have enjoyed every bit of my time at your place, and for the support, I obtained from various quarters.

Sincerely,
Your Signature (hard copy letter)
You're (Typed Name)


