
Notice of Self-Initiated Departure
Date: 

To:

From:

Subject: Notice of Self-Initiated Departure

Dear ,

I am writing to formally notify you of my decision to initiate my own departure from , effective 
.

Please let me know if there are any procedures I should follow or documents I need to complete prior to my departure. Thank you for the
opportunities and support during my tenure.

Sincerely,
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