
From:
John Smith,
193, High Street,
Birmingham.

To:
George Taylor,
194, Wardour Street,
London.

29th September, ’0X.
Dear Mr. Taylor,

I wish to hereby tender my resignation from the post of (Assistant Manager). I have to move on because of (personal reasons).
I would like to place on record my appreciation and gratitude for the organization and my colleagues here. I would like to thank you for providing me the opportunity to learn a great deal and grow professionally in the (2 years) that I have been a part of this organization.

Thanking you,
Yours Sincerely,
Signature
(John Smith)

