
Jane Martin
Project Manager
ABC Company
New Jersey
28th March, 20XX.

To,
Danielle White
General Manager
ABC Company
New Jersey
Dear Ms. White,
This is to inform you of my departure on 1st April. As you know, I am moving away to Houston for personal reasons.
I want to thank you for helping me in my role as a Project manager. I must say, that I have learnt a lot from your invaluable advice and guidance. At this point, I must also add that I have learnt not just professionally but also how to be a better person under your influence.
My email address remains unchanged and I shall forward my new contact numbers and address as soon as I settle in the new place.
If there is anything I can do for you being in Houston, please do not hesitate to let me know. I shall look forward to keeping in touch with you,
With Best Wishes,
Jane
