Two Week Notice Email
Date: 1st April, 2010
Mr. K. David, Metal Fabrics Group Corp.
Dear Mr. K. David,
Please accept this letter as my resignation from Metal Fabrics Group Corp., effective 15th April, 2010.
I will always cherish the association with this job in the company. It has been truly a learning experience for me. Since this was my first job I could not have asked better than how the company groomed me in those areas which are vital for any P.R. employee.
I’m sure this two-week notice is enough for you to find my replacement. I shall be more than willing if I can be of any use to the company like in training the new incumbent in this transitional phase so that he can expedite the work flow without any disruptions.
Let me once again thank you for all the moral support and help I got from the company.
Sincerely,
(Signature is mentioned here)
Ms Rosy, P.R.Executive
