Business Analyst Resignation Letter
151 Kauri Rd
Wellington
(04) 381 9754
19 October 2010
Ms Boss
Market Research Manager
Marketing Insights Ltd
106 Branding Road
Auckland
Dear Ms Boss 
	First paragraph sample
	Tips to consider for first paragraph

	I would like to inform you that I am resigning from my position as market researcher for Marketing Insights Ltd.  My last day of employment will be November 16, 2010. 

	You can change the wording of this introduction. You can also start your letter with: 
· I am writing to officially submit my resignation…
· I regret to inform you that I am resigning…
· Please accept this letter as my notice of resignation…
· I would like to tender my resignation…



	Second paragraph sample
	Tips to consider for second paragraph

	I have accepted an offer of employment at Every Opinion Counts Co. as a senior research analyst. Taking up this offer was not an easy decision to make but I felt I was ready for a new challenge in my career.   

	Your second paragraph can say where you’re going and why you’re moving on. You’ll need to change the wording if you are not moving on to another job, for example, if you are heading off on your OE. 


Yours sincerely 
Tracey Towers
