

Dear Mrs. Burrows,
I am writing this resignation letter to let you know that I will be leaving the position that I hold in MetalsMetals Company Limited on February 7th, 20XX as I am moving to New York.
I have benefited from working in this organization especially in the marketing department under your guidance and support. I have gained experience and enormous professional growth. I have enjoyed working with a supportive and wonderful team for the seven years that I have been in MetalsMetals Company Limited.
I am ready to work with the person who will take over the responsibilities I had. My personal cell phone contact remains the same. I look forward to a smooth changeover.
Yours sincerely
cc

