Sasha A.Moran
100 Broadway Avenue
New Parkland, CA 91010
To Sarah E. Finch
Store Manager
Glow Boutique
123 W. Highland Boulevard
New Parkland, CA 91010
September 19, 2014
Dear Ms. Finch,
I am writing to inform you of my impending resignation as Retail Associate with Glow Boutique, effective Friday, October 3, 2014. Please consider this my official two weeks' notice of resignation, as I have been offered a position with another company. I am confident this new job will be a step in the right direction toward my future career goals.
Over the next two week period, I will be more than happy to help in any way possible to ensure a smooth departure from my position. I will assist in finalizing inventory for the quarter, and I can also work toward training a replacement Retail Associate in my place. Should you need any further assistance, you can reach me by phone at (555) 555-5555 or by email at sasha@moran.com.
I consider myself fortunate to have benefitted from my time here at Glow Boutique and regret any inconvenience my resignation may cause for your or my co-workers. I appreciate all of the support and education I've received over the past year and will miss you all. Thank you for your consideration and cooperation in this matter.
Best,
Sasha A. Moran
Retail Associate
Glow Boutique
