
To:
Patricia M. Johnson
Manager, HR
Bell Communications
Houston, Texas
November 26, 20XX

Dear Ms. Johnson,
I am writing this letter to inform you that I am quitting from my job at Bell Communications. I have befallen a personal tragedy and I'm no longer able to work properly. It is for this reason that I want to vacate my position with immediate effect. I will not come to work from tomorrow onwards so please consider this letter as my official resignation effective immediately.
I apologize for the inconvenience that I may be causing to Bell Communications, but I think it is the right thing to do at this moment of time. If you want to ask anything about the work that I had been doing recently, you can reach me at (555) 555-5555 or send an email to george@anderson.com. I will try to reply to the messages promptly.

Yours Sincerely,
George C. Anderson
Sales
Bell Communication

