Jessica A. Richards
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Joan B. Price
Manager
ABC Department Store
123 Main Street
Columbus, OH 43266
April 1, 2014
Dear Ms. Price,
This letter is to inform you of my upcoming resignation from my position as sales clerk at ABC Department Store. I have recently been offered another position that I feel will help me get closer to reaching my career goals, and I plan to accept it. My last day of work will be April 15, 2014, so please accept this letter as my official two weeks’ notice of resignation. I truly regret any inconvenience that this may cause to you or to ABC Department Store. I appreciate your cooperation in this matter.
During my last two weeks I will be happy to do as much as I can to facilitate a smooth transition, including training a replacement if necessary. If you need to discuss this with me, please do not hesitate to get in touch with me via phone at (555)555-5555 or email at [email] I am sorry if any inconvenience to the company results from my leaving the position.
I am grateful to you and ABC Department Store for helping me gain so much valuable work experience. I will take that experience with me into all future endeavors. I will regret leaving the rest of the team members behind and will miss the positive work environment but look forward to the next stage of my life. I wish you and ABC Department Store all the best. Thank you for understanding and working with me during this situation.
Yours sincerely,
Jessica Richards
Jessica A. Richards
Sales Associate
ABC Department Store
