
Subject: Two Days Notice of [Your Intent/Action] 

Dear [Recipient's Name], 

I hope this message finds you well. 

I am writing to formally notify you that I will [insert your intent or 

action, e.g., "be resigning from my position" or "not be able to attend" 

etc.] effective [insert date, two days from today].  

I appreciate your understanding and support regarding this matter. 

Thank you for your attention. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


