Martin A. Frederick
132 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Janet L Peters
Manager
ABC Family Restaurant
123 Main Street
Columbus, OH 43266
June 1, 2014
Dear Ms. Peters,
I am writing to let you know that I am resigning from my position as head cook at ABC Family Restaurant. I have recently been offered a position elsewhere that I believe will better help me to reach my career goals, and have decided to accept. My last day of work at ABC Family Restaurant will be June 15, 2014, so I hope that you will understand and accept this letter as my official two weeks’ notice of resignation.
I hope that my moving on from the restaurant will not cause any inconvenience to you or the customers. I will of course continue to work as hard as ever during my last two weeks and am also willing to help train a replacement cook, if needed. Feel free to call me any time at (555)555-5555 or email me at [email] if you would like to discuss this matter with me further and I will return messages as quickly as possible.
I have enjoyed working at ABC Family Restaurant and will miss the great environment and staff. I am of course grateful for the excellent experience I have earned and know it will serve me well in my future endeavors. I wish ABC Family Restaurant continued success and thank you for your patience and cooperation with me at this time.
Yours sincerely,
Martin Frederick
Martin A. Frederick
