Sample Thank You Resignation Letter to Coworkers
Beth M. Fenton
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:

Tonya L. Burris
Reception
Smith Communications
123 Main Street
Suite B
Columbus, OH 43266

August 1, 2014

Dear Ms. Burris,

I wanted to let you know personally that I have resigned from my position as assistant manager at Smith Communications. Serving as your assistant manager has been wonderful, but I have recently decided to take my career in a different direction. Please note that my last day at Smith Communications will be August 15, 2014. I am thankful for your patience and cooperation with me during this time.

I hope that no inconvenience is caused to you by my resignation. If there is anything I can do to help facilitate a smoother transition and ensure that no unnecessary stress is placed on you, please let me know. My telephone number is (555)555-5555 and my email address is [email] I hope I can look forward to hearing from you and would love to keep in touch as friends outside of the workplace if you are interested.

I am very thankful for all of your cooperation, understanding and especially your friendship throughout my time on the job at Smith Communications. Your experience and helpfulness has been very beneficial to me. I will miss you and I wish you all the best. Thank you for your understanding.

Yours sincerely,

Beth Fenton

Beth M. Fenton
Assistant Manager
Smith Communications
