Jacob B. Horner
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Sarah E. Peters
Manager, HR
Smith Communications
132 Main Street
Suite B
Columbus, OH 43266
March 1, 2014

Dear Ms. Peters,
I am just writing this letter to inform you of my resignation from my position at Smith Communications. I have recently accepted a new position at another company, and amidst the shuffle did not write this letter as early as I intended. My last day at Smith Communications will be March 8, 2014, so please accept this letter as my one weeks’ notice of resignation. I am deeply sorry for any inconvenience that this short notice may cause to anyone at Smith Communications and hope that you can understand.

During my last week, I do plan to work as hard as ever to ensure that no projects are left unfinished. I am also willing to help select a replacement if needed. If you would like to discuss this with me further, please call me at (555)555-5555 or email me at [email] I look forward to hearing from you.
I am grateful for all of the valuable experience I have earned while working at Smith Communications and feel confident that it will be a big asset to my future endeavors. 
I wish everyone at Smith Communications the best in success and hope that perhaps our paths may cross again at some time. Thank you for your patience and cooperation with me at this time.

Yours sincerely,
Jacob Horner
Jacob B. Horner
Smith Communications
