 MACROBUTTON  DoFieldClick [Type Company Name here] 
 MACROBUTTON  DoFieldClick [Type your Employers' address here] 
 MACROBUTTON  DoFieldClick [Type Town here] 
 MACROBUTTON  DoFieldClick [Type County here] 
 MACROBUTTON  DoFieldClick [Type Postcode here] 
 MACROBUTTON  AcceptAllChangesInDoc [Type resignation date here] 
Dear  MACROBUTTON  DoFieldClick [Type Employer's name here - more than likely your boss or Line Manager] 
As of today’s date, I would like to resign from my position of  MACROBUTTON  DoFieldClick [Type your job title here] .

I have decided to move on and have made a commitment to join another business.  I understand my notice period is  MACROBUTTON  DoFieldClick [Type number of weeks]  weeks, however I have committed to commence my new employment on the  MACROBUTTON  DoFieldClick [Type your starting date for your new role here] .

I would be grateful if you could reduce my notice period accordingly and in return i will offer a full professional business handover during this time.

I wish you and  MACROBUTTON  DoFieldClick [Type Company Name here]  every success in the future.

Best Regards
 MACROBUTTON  DoFieldClick [Type your name here - don't forget to sign above] 
