Jessica G. Atwell
123 Broadway Street
Suite B
Columbus, OH 43266
Tel: (555)555-5555
To:
Katherine A. Hillard
Manager, HR
Smith Communications
123 Main Street
Suite 1
Columbus, OH 43266
February 1, 2014

Dear Ms. Hillard.

As you may already be aware, I am nearing the final stage of my pregnancy and preparing to take my maternity leave. However, I have recently decided that it would be in the best interest of all parties involved if I resigned from my position indefinitely. I feel that focusing on my child is what will be best for our family and that at work I would not be able to adequately focus while away from him. I hope that this does not cause any inconveniences for anyone at Smith Communications.
If I can be of any assistance in transferring responsibilities or training a replacement to take over for me, I am willing to discuss it further. Please feel free to contact me at (555)555-5555 or at [email] I will return messages as soon as possible and look forward to getting in touch with you.
I regret leaving the great environment and people at Smith Communications, though I look forward to the new changes coming to my life. I truly appreciate all of the valuable experience and opportunities I have gained in my time there and wish you all every success. Thank you for your understanding.

Yours sincerely,

Jessica Atwell

Assistant Manager
