Formal Resignation letter
Frank Grella
134 Pelican Drive
Rowdale VIC 3222
Tel: 0400 000 000 
fgrella@email.com
[date]

Ms Estelle Lambert
Team Leader 
Paddy’s Stationers 
Shop 56, Rowdale Shopping Centre
34 Noggan Road 
Rowdale VIC 3222
Dear Ms Lambert
Please accept this letter as formal notification of my resignation from Paddy’s Stationers. I have enjoyed working at the company but have decided to take an indefinite break to travel for an extended period.
As per my employment contract, I am giving two weeks notice and my last day will be 7 June 2014.
Thanks for all your help during my time at Paddy’s Stationers.
Yours sincerely
[sign here]
Frank Grella
