MM/DD/YY
Dear _______,

This letter is to inform you that I have agreed to join XYZ, a cross-industry financial software products firm of about the same size as the finance industry area of ABC.  You and I can work out a precise strategy to orchestrate my departure over the next several weeks.  My arrangement with XYZ is to start work as soon as possible but no later than MM/DDth, the day I return from five weeks vacation in Europe with my family.

My opportunity with XYZ is to run the company, with significant equity participation, and in a business model that offers me new challenges.  The incredible experience and training that I have had in my nearly 19 years with ABC is what prepares me to pursue this opportunity. With admiration and deep respect, I thank you, Mentor and all the ABC leaders who have helped me grow to my current level.

I will work diligently with you until I leave in order to effect as smooth and minimally disruptive transition as possible.

Sincerely,

