Resignation Letter 
Mr Sharma
Managing Director
ABC Distribution Service Ltd
GHJ Street
New Delhi
India
19th April 2016
Dear Mr Sharma
Please consider this as my formal resignation from the post of Assistant Manager, Sales and Business Development from ABC Distribution Service Ltd.
As required by my employment contract, I am giving you thirty day notice ahead of my proposed leaving date which is 21st May 2016. Also, would you please help me with all the formal procedures that are required to be completed from my end?
I would also like to state that I have had a wonderful period at the organization and wish for all the success in the future.
Before I leave, I would like to discuss with you the reassignment of my duties and responsibilities.
Yours sincerely,
Rahul Gupta,
Assistant Manager
Sales and Business Development
