Stanley D. Mays
100 Broadway Lane
New Parkland, CA 91010

To Leslie E. Wilson
Director, HR
Global Advertising Solutions
400 Bessemer Place
New Parkland, CA 91010

September 19, 2014

Dear Ms. Wilson, 

I am writing to inform you that I am hereby resigning from my position as Advertising Executive with Global Advertising Solutions. Due to personal family obligations, I will need to relocate geographically out of state within the next month. Therefore, it is imperative that I begin to focus my efforts on my upcoming move. My last day of employment here will be October 3, 2014. Please accept this as my official two weeks' notice resignation letter. I apologize for any inconvenience my departure may cause. 

Over the next two weeks, I intend to tie up loose ends on any projects I have or to transfer work that cannot be completed to another senior team member to manage. I have informed my colleagues of my imminent relocation, and they are supportive of working together to make the transition a smooth one. Please feel free to call me at (555)555-5555 should you have any questions. 

It has been a pleasure working with everyone here at Global Advertising Solutions, and I have learned so much. I wish the entire staff well. Thank you for your attention and cooperation. 

Sincerely,

Stanley Mays
Advertising Executive 

