[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Resignation letter seeking clearance
Dear Supervisor [Name],
Please accept this letter as a resignation from my post of [Mention designation] in the company [Company Name], effective from Date: [Resigning Date].
This company has provided me a great platform of opportunities to learn and to build my teamwork in the past few years. My supervisors and fellow workers have given me enough experience which will help me in my coming future. By learning all the skills in my domain and gaining huge practice through my projects, I am ready to start my next journey.
Therefore, please consider my resignation. I will be obliged if the Human Resources Department will proceed for my clearance and comprehend my dues for this month. In addition, I will make sure to return the office equipment and belongings on time.
[bookmark: _GoBack]Thank you for giving me this wonderful opportunity. I hope to stay in touch with the rest of the staff members. You can contact me on my email [Email address] if you need me during this transition period.
Yours Sincerely,
[Your Name]
[Designation]
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