Dear Mr. Smith: 
RE: LETTER OF RESIGNATION 
I will be leaving my position at Agro-Chemistry Laboratories Limited at the end of the year. My last working day will be 31 December 2007. I will be joining Chemicals & Laboratories Company in the course of January next year. 
Having given a month’s notice, I wish to utilize this time to hand over the remaining research projects to Mr. McGee, my colleague here at the department and finalize on any administrative issues.  
I have gained extensive experience working in this company. The support and guidance accorded to me by everyone in the company and especially by you was exceptional and I thank you most heartily.  
Please do keep in touch. My cell phone number is +1 235 69874. 
Yours sincerely, 

