
Bank Employee Resignation Letter Example
Bridget M. Waters
123 Broadway Street
Suite 1
Columbus, OH 43266
Tel: (555)555-5555
To:
Marsha J. Gene
Manager, HR
ABC American Banking
123 Main Street
Columbus, OH 43266
October 1, 2014
Dear Ms. Gene,
I am just writing this letter to let you know that I am resigning from my position at ABC American Banking. I am relocating to Pennsylvania in a few months and therefore hope that you will accept this letter as my official two weeks’ notice of resignation. My last day of work at ABC American Banking will be October 15, 2014. I hope you understand.
I would like to apologize in advance for any inconvenience caused to ABC American Banking by my resignation. I will of course work as usual during my last two weeks, and if my assistance is needed in selecting a replacement to take over my responsibilities I would like to discuss the matter further. I hope that I can be provided with a good employment reference in accordance with all of the hard work I have done at ABC American Banking. If you would like to discuss these matters with me further, please contact me at (555)555-5555 or [email] I look forward to hearing from you.
I am grateful for the valuable experience I earned while working at the bank and know that it will serve me well in future endeavors. I do regret the resignation but wish ABC American Banking continued success. Thank you for your understanding and cooperation.
Yours sincerely,
Bridget Waters
Bridget M. Waters
ABC American Banking
