Your Full Name,
Street Number and Name,
Suburb, state, postcode
Tel: Your phone numbers

dd/mm/yyyy 

Mr/Ms Full Name,
Title,
Company Name,
Street Number and Name,
Suburb, state, postcode.

Re: Name of position
Dear (manager's name),

I hereby tender my resignation from my role as a (position title) on the (ABC project) of (X,Y,Z company).

My resignation is effective from today. As per my contract, I am providing (X,Y,Z) with four weeks notice. My last working day will be (date)

I have accepted another position that will further develop my career. (Optional – you can give your reason for leaving if appropriate).

I would like to take this occasion to thank you for the opportunity to have been employed by XYZ for the following (time span).

Yours sincerely,

<Print Name>

