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.

Dear (name of contact),

I wish to give notice of my intention to resign my position as (Position Title) with (Company Name) as of (current date).  I shall serve my notice period as stipulated in my employment contract and will be finishing on (finish date).  I expected all outstanding monies (including any salary, leave and superannuation payments owed) to paid in my last pay run.
I have accepted another position that will enable me to further develop my career and build on the skills I have acquired.

Working with (company name) has been very rewarding time  and I would like to thank you for providing me with the opportunity to undertake such a wide variety of projects.

Yours sincerely,

(signed)

Print Your Name
