Date

Mr. Current Employer

ABC Co.

111 First Street

Local City, JC 00001

Dear Current,

I am writing this letter to inform you that I am leaving ABC Co. on __________, 2000.  I have accepted employment with another company and will be starting within two weeks.  I have enjoyed working with you and all the people here at ABC Co. and will miss you all.  

I thank you for all the experience I have gained while at ABC Co.  It was a tough decision, but I made it by carefully deciding what was best for my family and my future advancement.  I am excited about this new opportunity and the advancement it will offer.

As you may need to replace me, I would be more than happy to speak to any potential candidates to share with them how much I have enjoyed ABC Co. and what they should know to be successful.  Thank you again for being a great company to work for these past years.  

Sincerely,

Current Candidate

