carrie M. Hamilton
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Rosa L. Garcia
Manager, HR
Smith Communications
123 Main Street
Suite B
Columbus, OH 43266
December 1, 2014
Dear Ms. Garcia,
I am just writing to confirm my temporary resignation from my position as assistant manager at Smith Communications. As you may know, I am taking this leave in order to care for my ill grandmother, who does not have much time left according to her doctors. I will be spending this time keeping her comfortable until she passes. Once all of the arrangements have been completed, I will be able to return to work. My resignation comes into effect on December 15, 2014, so this letter is my two weeks’ notice of temporary resignation.
Since I still have a little time left at the office before I leave, I will put forth all efforts to either finish current projects or reassign them appropriately, in hopes that I can resume work with minimal inconvenience when I return. I hope that you will contact me at your convenience at (555)555-5555 or [email] if you need to speak to me about any of these matters.
I know that taking this time away to care for my grandmother is in the best interest of all parties involved, though I regret causing any stress to the company. I look forward to making it up upon my return and wish Smith Communications continued success. Thank you for your patience and cooperation with me at this time.
Yours sincerely,
Carrie Hamilton
Carrie M. Hamilton
Assistant Manager
Smith Communications

