[bookmark: docs-internal-guid-88fc0c0c-5cda-c9fc-3fc1-3998284bac85]To
Jennifer Greeley,
Manager HR,
PQR Associates,
46 Sea Avenue,
New York

October 9th 20XX
Subject: Resignation letter
Dear Ms Greeley,

I am writing this letter to officially inform you that I am resigning from my post of personal assistant from PQR Associates with immediate effect. Although I understand two weeks is the normal notice period, due to some unavoidable personal reasons I wish to leave as early as possible.

I would really appreciate you relieving me from my duties at the earliest. I am willing to be available to ensure a smooth transition of duties.
I would like to thank you for the support and opportunities for growth provided to me during my past four years here. It was a learning experience for me and I am grateful to all my team mates in this organization.

Thank you for your time and consideration in this matter.
Yours Sincerely
Signature
Tim Nixon







