
To,
Tyler Banks,
Head of Marketing Department
Cloth Sales Limited
12 Mountain High Road
Leeds 4567
UK

Dated: 11th December 20XX
Subject: Letter for resignation

Respected Sir,
This letter is to inform you that that I would like to resign from my current position of customer service executive in the marketing department of your company.
I have been working in this organization since 10th October 20XX and it has been a great learning experience working in this organization. Since last few days I was not feeling well and when I consulted doctor they diagnosed me with kidney in the stone for which I need to undergo a surgery. Since my family stays in a different state, I would wish to move there and get my surgery done and thus I am resigning from my position. I hope you understand my position and will accept my decision.
I would cherish the memories of working in this organization for the rest of my life. I hope you will accept my resignation.

Thanking you

Bob Marley
