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[Date]

[Employee Name]
[Home Street Address]
[City, State ZIP]


Dear [Name]:

This letter will acknowledge the [Department/Division]’s receipt and acceptance of your resignation effective [Date]. I want to thank you for your service with the City of Hamilton’s [Department/Division] and wish you luck in all of your future endeavors. By copy of this letter, I request that the Civil Service and Personnel department take action to begin filling this vacancy. 

Respectfully, 


[Appointing Authority]
[Title]

CC: [Department Director]
       [Civil Service and Personnel Director]
       [Director of Human Resources]
       [Assistant Law Director – Labor and Employment]
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