[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Resignation letter seeking clearance
Dear Supervisor [Name],
It is my humble duty to inform you about my resignation from this company [Company Name] as a [Your Designation]. My last date as an employee in this office would be [Resignation date].
Working in this company was always a great pleasure and opting for the resignation was no doubt the biggest decision I had to make in my career. I enjoyed each awaited project and gained huge skills in my expertise. The environment was very friendly, and it always contributed to my gain in business skills and insights.
I will be very thankful if you will proceed with my clearance with the Human Resources Department. Meanwhile, in this transition period, I will make sure to complete my unfinished tasks and clear my belongings. I will return the office laptop, car, security card, and identification card in the meantime.
I hereby declare my resignation from this company. It will always be a pleasure to be a part of this family. Feel free to contact me for any help in this transition period. If my replacement worker needs any guidance and training, then he may email me at [Email ID].
[bookmark: _GoBack]Yours Sincerely,
[Your Name]
[Designation]
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