Joseph A. Browning
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Joyce D. Sutherland
Manager, HR
ABC Company
123 Main Street
Columbus, OH 43266
July 1, 2014
Dear Ms. Sutherland,
I am writing this letter to let you know that I am immediate esigning from my position as project director at ABC Company. The hours are too long and the deadlines are too short. I thought I would be able to handle these demands, but after working there for some time the stress has simply become too much and my health is beginning to show the signs. My last day of work will be July 15, 2014, so please accept this letter as my official two weeks’ notice of resignation from ABC Company.
I would like to offer my apologies for any inconvenience this may cause to anyone at ABC Company. If I can be of any assistance in selecting a replacement to take over my duties, I would be happy to oblige. Please contact me via phone at (555)555-5555 or via email at [email] I look forward to discussing this with you further.
Although the work itself causes too much stress for me to handle, I will in fact regret leaving the great coworkers I have been privileged to work alongside. I wish them all every success and hope that our paths may cross again some day. I will continue to hold ABC Company in high regard but look forward to my future elsewhere. Thank you for your understanding and cooperation in this matter.
Yours sincerely,
Joseph Browning
Joseph A. Browning
Project Director
ABC Company
